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learning activities divided into task packages for a sequence of 12 
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keyboard covers techniques. Machine parts, spacing after punctuation 
and keyboard synbols, and proofreading and erasing* Unit two on 
typing essentials covers horizontal and vertical spacing, and word 
division* Unit three covers centering and siiple tabulation* Unit 
four covers business and personal letters* Unit five consists of a 
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covers outlines, unbound themes with footnotes, and left-bound term 
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punctuaiion* -Unit 11 covers business forms and special letter 
correspondence* Unit 12 on personal typing problems covers job 
applications and duplication* (JR) 
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ONIT Is KSfBOAHD 

RATIONALS2 Necessary to learning to type ts a thorough knowledge of the 
keyboard including all letters of the alphabet plus numbers 
ard special service keys. Likewise, to beccaiie a good typist 
you need a knowledge of various machine parts and their func- 
tion. The essential ingredients for any good typist are 
development of corr*^ct. typing techniques, conscientious proof* 
reauing, ard proper correction of errors* A conbined knowledge 
of th^ keyboard, machine parta^ correct techniques, proofreading, 
and erasing will set you on the right road to building speed and 
accuracy in problem typing. 

General 

In this first unit* you will learn the following: (1) correct 
typing technu-^ues, (2) -he rain machine parts by name, their 
f motion^ ar. i where ircated^ {3) correct spacing after punctua- 
tion and ke/"< ^:-d cy.nlols ,1 thsir personalities, and (U) 
proof readr.ng ^?nr correct n 'ocedar*) for erasing* 

So eciflc 

Upon couple oirn of this unit, you uill be able to; 

1, Apply cor.\i?L ^^echniquc55 in typing- exerciser!* Evaluation 
hv ' •Q.\^^'ai"o 'i'.h the inr; Lructor^s checklist, 

2, lime, locate 5 and explain the function of 20 out of 25 
machine parts. 



CjJSCTIVS: 



2 

i 

Apply rules dealing with punctuation and various symbols 
to a degree of 90 percent. 

Proofread typed material to a degree of 9S percent* 

LEAR^iTOG ACTIVITI: 

1, Unit I-Task Package l^-Techniques 

2* Unit ;:.dk Package 2— Macrdne P^rts 

3. Unit I-Task Package 3—Spacing After Punctuation and 

Keyboard Symbols and Their 
Personalities 

h. Unit I-?ask Package i;- -Proofreading and Erasing 

TESTS t 

lou should take a test (written, typed, or combination) 
upon completing task packages on Techniques and Machine 
Parts, 

lou should bake; a test (written^ typed, or combination) 
upon completing task packages on Spacing After Punctuation, 
Keyboard Sjnnbols and Their Personalities, and Proofreading 

and Erasing. 

You should strive bo have no mora than four errors on 
each test. 
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.\,S\ H^IOSALSs "ft^liicmt eorree^ WW^m tecisiimies, ^ are l«fc in ^^jdj^ before , 
^. you begi^. Pwor ^^bnlqi^s ^re lite ailiriig a rar cm the , 

side of tlie r^i — ^^^y are dis^trt^ 1^ ^Sds^* 1^ stoiM 



- 



st^w to ac^pire pro|^ %p4i^ t^stedqi^ Is the very begim^^VJ^^^^'"^^^^^ 
ifc is smch easiar io lears a ^a ' l ' ec t ^^tal^e ttmn it is to v^?^^; . 

OBJtelSEf %on ec^lsld^ tttfs te^ package, yoa ^UlLlsi jMte to iBPlF : \ 

corr^fe t^lmiques is typing exsietoas* ^ata^ti^ will be iM j^^? 
accordance ins^^eto^^s d^klist. _M ^ 



LEAKING ACTIVITY^ 

Read and study the following pages on techniques « 

LEAHNIKO PRACTICES 

Apply correct techniques -in your typing exercises and 
problems > A. subjectave evaluatxon will be made by the 
mstiuctor upon observation of your techniques as you 
type . 
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TORRECT 7 X PING TECfmiQUES 

Correct Body Fo g i t^on 

Iv Boc'7 ere-.t^ sit back xn the ch^^^r. 

2. Feet on the floor^ one just aheai ■•1 the other. 

3. > Year body should be situated 8 1. .0 inches from the edge of the 

typewniter 

U.. lypf^x-iier ohouia be near the edge c tb. iesk, 
C'jwt^r your bccy behina the letter g*, 

6. Fxngers curved and upright ever the seconl rovr (homerow) of ke; J. 

7. Wrists low and relaxed bur. not resting^on the fra».ie ol tte machine. 



8. Elbows near the bodyj foreanns parallel to the slant of the key- 
board.. 

9^ £ yes on t he copjr.. The copy should always be on the right side of 
your desko 

ID^ Always keep your desk clear of unneeded bocks and papers. 

Cc rr-e ct Stroking of K r^ys 

1. Each key should be struck with a firm^ sharp stroke and released 
quickly. Keep most of the stroking action in the fingers i hold the 
hands and arms quae to 

2. You should attempt to type at an easy pace and with even, continuous 
stroking You may speed up your stroking, but avoid pausing between 
strokes and* between words ^ 

3^ At the end of a lane of typing, return the carriage without spacing 

and wither, t looking up from your copy. 

Correct Shifting for Capital-^ and Symbo ls 

To type a capital letter, reach the little funger to the shift keyj hold 
the key down until the capital has been typed and the key released* 
. Keep the hand as near home position as you can. The following two faulty 
techniques often cause "flying" capsv (1) not holding tte shift key down 
firmly or far enough and (2) releasing tte shift key and the key you are 
striking at exactly the same momenta 



ERLC 



7 



k 



Correct Insertion of Paper 

1. Kake sure paper g^xide is at zero. 

2* Pdll paper bail and s-^ale toward you, 

3. i'ike sui*e paper release lever is pushed away from yon* 

ii. Place paper at left of desk wit' Jong edge parallel with the desk, 
oMoh left hand;^ pick i^p paper i \he middle with four fingers on top 
and thumb underneath. 

5'. n,ice rar^r b-^hin^. the cylinder snr agp^'-r^t the paper guide. 

6. A"-, rhc, r-vir^ time tKxv ^he ri^h"^ cy*'inder ^^ob with the right hand. 

7. O.if^o the japer is aro-rrl th'^ cylinder^ push the paper bail and 
sCrtio back a.jainst Hl : aper and position ^he paper bail rolls to 
c.ii»i„de the mper equal]/* 

8. rr paprr is inserted crooked^ you may lift the paper release lever 
and straighten it. Thea push paper release lever back in position* 



Correct Removal of Pa per 

1. Rzll paper bail and scale towaixi you. 
2* Pull paper relerse lever tov/ard you* 



£ -Tect Setting of a Tab (on manuals and some electrics) 

A tab or tabs allow you to stop at various points in between your 
margins. Tabs are used when typing information in columns. lou also 
use a tab for indenting paragraphs. The normal paragraph indention is 
five spaces. 

Clearing a Tab 

1. Move carriage to extreme left with left hand. 

2. Depress tab clear key >ri.th left hand while with your rigjht hand 
you move the carriage using the right carriage release lever 
back to the left side of your paper* 

Setting a Tab 

3. Space in with space bar or use carriage release to move to 
desired point on cylinder scale where you want a tab set. 

U. Depress tab set key. 
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Tabulating 

5. Depress tabulator key or bar to get to point where a tab has 
been set. 

6* Once a tab has been set It remains set until it is actually 
cleared. 

^ To remove or clear a sini^le .ab from a number of tabs that have 
been set, merely tabulate the undesired tab and depress the 
tab clear key* 



•^^^SSKJ' '^chniqaq--*£trikingover 

NEVER type one letter ove^ another letter as g or £♦ This is called a 
st:dkoGv\?r r^nd is one of th.? sure trademarks o" an extremely poor typist • 
It is better to have a mistake than a strikeovtr, A strikeover <ioes not 
correct an error j it just tak^^s time to type and actually calls more 
attention to the mistake. Furthermore, you cannot type a period, back- 
space, and type a letter over it. This is still a strikeover. 

Any problem submitted througnout the year with a strikeover must be 
retyped ! A strikeover on a timed writings counts as tvo in\stakes (double). 
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UNIT Is KEYBOARD 
TISK 2t MACHINE PARTS 

RATIONALE; Just as a knovledge of various parts Is iiaportant in operating 
a car, so various typewriter parts are important in operating a 
l^pewriter* You want all the power and perfoxnance in this wonder 
of technology readily available at your fingertips. In order to 
hare this^ sit back in the driver's seat and bec<»ie acquainted! 

OBJECTIVE: I^)on compleUon of this task package, you will be able to nam, 
locate, and explain the function of 20 out of 2$ basic aachine 
parts* 
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LEARNING ACHVITY: 

Read and study the following pages in Section 1 on machine 
parts. See pp. 1-2 in the Bwown Text for information and 
a diagram of many of these parts. 



LEARTilNG PRACTICE: 

On your own typewriter identify each machine part listed 
in Section 1 of this package. After carefully studying 
these parts, turn to the diagram at the back of this pack- 
age and identify the parts correctly. Do not refer back 
to any source or consult any person after you look at 
this diagram. 

When you have completed the diagram for your particular 
machine, check your answers by referring back to this 
package and pp. 1-2 in the Brown Text. If you missed more 
than one, you need to restudy your machine parts. 



TESTt 

Written, tjped, or combi*jation on Techniques and Machine 
Parts (Packages 2 and 3)* 
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OPERATIVE TIEEWHITER PARTS 



On ai^' typwriter there are two basic parts: the keyboard and the frame ^ 
Folloning are various typewriter parts which you will learn to operate. 
Section 1 includes parts you will learn in your early lessonsj Section 2 
includes parts with which you will gradually become acquainted later in your 
t^raining* 



Section 1 



backspace key: 



carriage: 



carriage relea^j left: 



carriage release^ right: 



On .manual machines^ the backspace key is located 
at the left near the niiaber row. You depress the 
backspace key with the a or little finger in the 
left hand. Used to move the carriage backwazd a 
space or more. 

The large movable section of most typewriters. 
The carriage does not move, however, on an IBM 
Selectric machine (an electric typewriter aiade 
by International Business Machines, Inc.) 

A lever on the left which, if depressed, allows 
movement of the carriage to any given point on 
the cylinder scale. 

A lever on the right which, if depressed, allows 
moveiient* of the carriage to any given point on 
the cylinder scale. 



carriage return 

and line spacen 



cylinder (platen): 



cylinder knob, left: 



qrlln<tor fcaob, right: 




A long lever extending outward on the left side 
of a manual typewriter which enables you to get 
froc! the ri^t side of your pai^r back to the 
left side. This is also called a line spacer 
because you can space down to any given line 
using this part. On an electric machine the 
carriage return and line spacer is actaally a 
key to the right of the semicolon key. The 
carriage return key on ah electric machine is 
depressed with the semicolon finger (littio 
finger) of the right hand. The carrJ,age automat- 
ically returns to the left side of your paper. 

The long black roller in the middle of your nachine 
around which ^e paper feeds. 

Section at left end of the cylinder used to turn 
cylinder by hand to go from one line to another. 

Section at right end of the cylinder used to turn 
cylinder by hand to go from one line to another. 
The right cylinder knob is also used for insert^ 
ing paper into the machine. 
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cyllnddr scales 

line space regulator: 

i&argln set^ lefts 
margin set, right: 
paper bail and scale: 
paper bail rolls; 

paper guide: 

paper release lever: 

paper table: 

ribbon control Ijidicators 



The scale uariced with numboro at-J uood ii) setting 
margins* On a Royal roachlno, the c/lindor scale 
is directly underneath tho cylir.dcis On an Under- 
wood machiuo, the cylinder scale io at the front 
of the raacliine. 

Located at tho left near tho loft carriago release, 
the lino space regulator io numboicJ 1, 2, and 3* 
One is for ulngle opacirig, two io for double spacing, 
and three is for triple spaciiig. 

This part dotenair ^ iha loft side of your 
typed lino will bc^^. ^n your papor. 

This paro dotonnineo vhoro tho right side of your 
typed lino will end on your papox-. 

The paper bail and scale iiao little iraportance 
except it does hold the paper bail rolls, 

TheGG are tvo or more black rolls on the paper 
bail and scale used in holding your paper back 
against tho cylin'^or. 

The part against which tho loft cido of your paper 
is placed. The papor guide dirocto your paper into 
the machine and around tho cylinder* Tho paper 
guide should noimally be set at yoro * 

Located noar the right cylinder Icnob, tho paper 
release lever must be pushed back away froa you 
to insert paper and must bo pillod toward you to 
remove papor* The paper roloaso actually regu- 
lates to hold the paper fittaly in tho machino or 
to free tho paper for removal or straightening^ 

The large aroa (often flat) behind the cylinder 
used to support tho paper. The paper rosto on 
the paper table while it io in tlio nachlno. 

On newer Royal machines, it io located liorlsontally 
at the right front. On Underwoods, it is located 
vertically at tho right front. It is usually 
labeled by three colors— black, red, and white* 
The black section is the best position for the 
ribbon control indicator because you are typing on 
the top half of the ribbon. On tho red sootlon you 
are typing on the bottom half of tho ribbon which 
makes the ribbon action sluggish since tho ribbon 
mechanism has to go higher before the key strikes 
it. On the white or stencil sootlon tho koy 
actually does not touch tho ribbon* The key simply 
strikes the paper over the top of tho ribbon and 
only leaves a key imprint on the paper. 
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shift key^ leftt 



shift key, right: 



shift lock, lefts 



shift lock, right: 



space bar: 



tab clear: 



tab set: 



tabulator key 

or tabulator bars 
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Found at ino left side near the keyboard, the left - 
shift key :Ig used to capitalize a letter or to 
make the j;iiiibols as found on the number row or the 
right side of your keyboard. You use the left 
shift key xo make any capital letter that you strike 
with tliO liuijors of the right hand. You move only 
your a or iititJe finger in the left haiid over to the 
left shift icoy to hold it down. 

Similar to the left shift key but located at the 
right • v.^u U3e the right shift key to cako oxty 
capital a^ttors that you strike with the fingers 
of the lex*t hand. You move only your semicolon 
or little finger in the rig^it hand over to the 
right shift key to hold it down. 

Locatod above the left shift key and used for 
typing ir,Jori,iation in ALL capital letters. Used 
especially for main headings in reports. You 
depress tuo chift lock with the a or little finger 
of the left liand. You can only release the left 
shift lock by depressing the left shift key under- 
neath with the same little finger. 

Similar -Lo the left shift lock and found only on 
Underuood machines. It should be depreoced with 
the semicolon or little finger of the right hand. 

Long bar situated below the keyboard. Used for 
spacing between words. The most frequently used 
part of any typewriter. 

This section, found at the left fairly near the 
keyboard, is used to erase or clear any tabs or 
stopping points that may have been previously sot. 
Tabs allow you to stop at certain desired points 
in botuoen the left and right margins. Tabs are 
used most often to indent the first lino of para- 
graphs and arc also used in typing problems with 
columns of infonnation. 

This section, found at the right fairly noar the 
keyboard^ io used to establish or set a tab so 
you can stop at any desired point between your 
margins. This tab will r^nain set until you erase 
or clear it. 



On a Royal typewriter, you hava a tabulator key 
deproooed with the oomicolon or little finger of 
the right hand. On an TJndorwOod typofwritor, you 
have a tabulator bar which is doproosed with the 
^ or index finger of the right hand. You depreso 
this key or bar to stop at a given point on your 
cylinder scale. The point where you stop has been 
detexmined by your tab set. 

14 
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UNIT It KEYBOARD 

TASK 3: SPACING APTiiR PUNCTUATION AND KEYBOARD SYMBOLS AND THEIR PEfttONAUTIES 



RATIONALE t Knonlng the points mentioned in this package will distinguish you 
from being merely a typist to your being a ^ood typist* These 
added f eaturos give you the "fine tuning^* you need for excellent 
performance. 



OBJECTIVEt Upon completion of this task package^ you will be able to apply 
rules dealing with punctuation and various symbols to a degree 
of 90 percent* 
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LEAlCaNG ACTIVlTr AND LEAHJIIKa FRAGTICSs (3 full sr^ets) 
Step 1 

As you read aiid study each rule on Spacing After Punctuation on 
the following pages, type only the correctly illustrated s«citence(s) 
(if there is one) underneath each rule twice apiece • l^ype the 
sentence one tiine; then return carriage and type again. Double 
space before going to a different mle and its sentence(s). Type 
as accurately as you can. 
Step 2 

As you read and stAxdy each rule on Keyboard ^yabols and Their 
Pex^onalities on the folloving pa^s, ty|^ only the correctly 
illustrated sentence (s) (if there is me) underneath each rule 
twice apiece. Use sane directiona as Step 1. Use a clean sheet. 
Step 3 

After carefully studying and typing Steps 1 and 2, ^rpe as accu- 
rately as possible the 20 sentences at the back of this package. 
Tiy not to refer back to any source after you look at these 
sentences. If you have difficulty with several, howver, you may 
look back. Use a clean sheet. 

TO INSTRXTOR the following: 

Sentences on Spacing After Punctuation in Step 1. 

Sentences on Keyboard Syabols and Their Personalities 
in Step 2. 

Twenty typed sentences in Step 3* 

19 



PRE3E^^T 
1. 

2. 
3. 
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COMMA , 



SSmCOLON J 



F£RIOD . 



PERIOD • 



PERIOD . 



PERIOD . 



QUESTION KARK ? 



EXCLAMATION MARK 



EXCLAMATION MARK 
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SPACINl AFTSR FUNCTfJATIOM 



Space once after a cor?nna unless it is found within a 
number as lil ,277. 

If you go to the store,/Jane will want to go also. 

Sp^ce once ^fter a semicolon, 

Mark is very in'^elligenfcj/he reads a great deal. 

Sp=ice twice after a period that ends a sentence in the 
middle of a line of typing. 

Sally is goinp, to the store id.th Mary./^They will be 
leaving soon. 

Space once after a period that ends an abbreviation except 
for a.m. and p.m. Abbreviations such as U.S. and N.Y. are 
usually typed solid (without internal spacing) as 
U.S. Air Force. 

Our friends ar^ planning to arrive at Raleigh-Durham 
Airport, a^ 3 ( ^3 t>on Dec./12 to visit us. 

Space once after a period that ends an initial. 

rir. J./S./Martin is the president of our local Optimist 
Club. 

Omit the period after an abbreviation at the end of a 
sentence* The one period at the end serves both purposes. 

She will depart for home at kt30 p.m. NOT p.m.« 

Space twice after a question mark that ends an interroga- 
tive statement in the middle of a line of typing. 

Wiiat are you reading?^I bet it is a new novel. 

I Unless your typewriter has a special ! key (as found on 
Underwoods and most electrics with the shift of number one), 
you must make an exclamation mark. Pirsti type the period, 
then backspace and type the apostrophe as 1 

I Space twice after an exclamation marie at the end of a 
sentence. In the following sentence the word "Tryl" is 
a verb being emphasized. Thus, you have a cCHsmand sen- 
tence with the subject (You) understood as (Tou) Irfl Tou 
can do it. 

' / Try! ✓•/You can do it. 
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EXCLAtiAriO:^ M^iK ! Space once or twice aftor aa H5(Clamation mark within a 

sentence. ^ In* the following sentence, the word "Oh!*' is 
just an empiiatic word; yet a : ingle exclamatory word may 
be considered a sentence. 

Oh!/I cut my fir^eer. OR Oh!//I cut my finger. 

COLON : Sface twice after a colon except in the case of tiae as 

?zjO o^clock* 

On her trip lo Washington, D. C, Kathy saw the following 
site5:/Atie Capital, the White house, and Mount Vemort. 



Xo*/e: If you have a mark of punctuation at the end of 
aline of typir^, do not space after it because this 
wastes valuable typinp time. Instead, merely return 
yodv carriage of .*;er pu-'-cvuatioi: at the end of a line of 
Lypi n^. 
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TYPEWRITER SYMBOLS AND THEIR N4ME 
(Brackets indicate the shift and the key for a manual machine.) 



I 



$ 

% 

& 

I 



exciamation mark 

quotation marks 

no specific name but means 
number If before a figure 
and pounas if after a figure 

dollar sign 

percent sign 

underline or underscore 

ampersand 

apostrophe 

left parenthesis 

right parenthesis 

asterisk 

hyphen 

only two key fractions 



no specific name but means "at" 
cent or cents 
question mark 
diagonal 

dash (two ^hens) 
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KiJraOARD SYMBOLS AND THSTR PERSONALITIES 



QUOTATION MARKS " Periods and commas ;ilways go Inside or before the quota- 
tion marks. 

"If I can*t play in the game Friday night,'* Joe said, 
"I am not> going to attend any more practice sessions." 

The semicolon always goes outside or after the quotation 
marks . 

Joe misspelled "occasionally"; he did not win the spelling 
congest, therefore. 

NIMBSR OR cOVyS)3, # If the symbol # comes before a figure, it means number as 

#3^3 (number 350)- 



DOLLAH SIGN $ 



PERCENT SliSi % 



UNDERLHE 



If the sjTTibol # comes after a figure, it means pounds as 
353# (350 pounds). 

Type eyen .'imounts of money with no zeros and no periods as 
$2^ noFi^XCT. 

Bcb purchased this book on cars for $12 at the bookstore. 

Do not use the percent symbol % to mean "In care of." 
Instead, use the symbol c/o. 

Will you please send this letter c/o Mrs. A. C. Smith. 

There is no space between the percent symbol and the 
figure which precedes it as 

Words printed in italics should be underlined when typed. 
Words underlined in typed copy sent to the printer will 
be set in italics by the typesetter. 

Use a continuous or unbroken underline for titles and 
related groups of wor^St 

Jim is currently reading How to Assemble Model Airplanes . 

Use a broken underline for isolated or unrelated groups of 
words. 



Linda misspelled therefore , absence , and received in her 
report. 
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AMPERSAND Sl 



Titles of books may be typed either of these two waysi 

(1) With the first letter of each important word in the 
title capitalized and the entire title under lined* 

Beth^s favorite novel is Gone with the Wind * 

This way is used more and is more attractive than 
the second wayc Notice that you do not underline 
ending punctuation^ 

(2) With every single letter in the title capitalized 
and the title not underlined. 

Beth's favorite novel is GONE WITH THE WIND, 

Leave one blank space before and one blank space after 
an ampersand which means **and«" 

Karen is an executive secretary at Smith & Sons, Inc* 
The most popular uses of the apostrophe include; 

(1) possessives as Steve's hat 

(2) contractions as can't 

(3) plural of letters and numbers as A's and 8's 
(i^) omission of letters as Class of '73 or O'Neill 

LEFT AND RIGHT 

PARENTHESES () The left and right parentheses fit right around whatever 
is being enclosed* 

The contracts (Exhibit A) and the mortgages (Exhibit B) 
were enclosed. 



APOSTROPHE 



ASTERISK « 
FRACTIONS 



Use an asterisk * to refer to one or two source notes, 
footnotes, or reference notes on a page* 

There are only two key fractions on your machine-.the 
key fractions \ andMl Type a whole number and a key 
fraction without spacing between them# 

This package weighs ^ IbSc 

^ ^ade fraction is any fraction that has to be made using 
the diagonal (/) » Space between a whole number and a 
made fraction* 



This package weighs 5 3 A lbs# 
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Do not mix together in the same sentence or same paragraph 
made fractions using the diagonal (/) and key fractions 
and ij) . You must make all your fractions look alike, 

Susan bought 2^ lbs. of hamburger and 1^ lbs. of cheese. 
(These are all key fracticffiso) 

Susan bought 2 2/3 lbs< of hamburger, 1 1/h lbs. of 
cheese, and 3 5/8 IbSo of butter, 
(These are all made fractions*) 

CENT OR CENTS i Do not space between ^ and the figure it follows as 15/. 

"AT" SYMBOL ® Type @ with a blank space before and a blank space after 

it. This symbol means "at" and should be used only on 
purchase orders and invoices but not in formal writing. 

This order is for l6 boxes at $9.80 each. 

DASH — Use two h>xhens to made a dash as (--). There should be 

no blank spaces on either side of a dash. 

That was a mistake- *a bad one! 

AGE Type exac t age in figures. 

Sara is 11 years 3 months and Ik days old today. 

Type approximate age in word form. 

Sara is nearly twelve years old. 

FIGURES When typing a column of figures, always type them as if 

you were adding them in matho Keep the numbers even or 
aligned at the ri^ht as 

U3 
121 
2 

1,8/D 
3hO 
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Type the following 20 sentences as accurately as possible using correct spacing 
between words, punctuation marks, numbers, and symbols. The illustrated sen- 
tences from which you will type have Incorrect spacing and other mistakes in 
them. Mark all mistakes with a pencil before beginning to type the sentences, 
lou must sutftit your typed sentences with no more than ten errors total* Use 
same n*argins~12 and 90. Double space. Number your sentences as l.^/The 

1. The temperature was quite low on Feb. l8 at 7 p. m.. 

2. A service charge of li2/3 S was added to my bank account. 

3. The le*.ter ^^as sent i Mr. Bert Baker^ 371 Pleasant Street, Chicago, Illinois, 
wasn it? 

Can you explain the difl>rvnce in an elite mac^hlne and a £ica machine? 

5. Buy these it^s: two pens^ 2$ i eacn ond one pad 15/. 

6. Invoice f 19672 shoved that the order was from Carraway 4Sons, Inc. 

7. brt>ther is about 3 yearo old* 

8. She offered a discount on i oasn has^ia and a U 3A;o discount on an 
installment basis. 

9. Susan shouldn *t leave: however, Connie and Mary may go. 
10» Is the book entitled A Long Day now available? I will buy it. 

IX '<(KoT>vt-^4. <t '^c-n.'V ^Ko^^.t^d »n ^ .K'^xhJX.yy^.) ^ev'Cju tk<.^^ ^Aint^ ^M- 
|} /aa.J, * J-K' t<\K^^J' ^j-io J<t>r^ ^^V-Ue^ 
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TASK ki RtOOPaSADriG AND dRASINC 

PJITIONALE: Unless you Icnow i^hab an error is and can readily recognize it in 
your typed work, yo^ar problems will be of little value • No one 
enjoys roceivif.e and rea^iing typed copy full of errors. If 
soTfla ^hin5 is not Hovxh doXu^ correctly, then it is not worth 
doing pt all! Mistakes in typing fiave been and alw^s will be 
mad;^» In most cases, however, typographical mistakes can be 
corroctei IF they are detect^Ki* fou need to becane a conscien- 
tious critic of yoiir own typing to spot your errors. Once you 
do fiiscover an error, yoa need to erase and correct it neatly. 



OBJBCTIVSj Upon completion of this :>asV package, you will he able to 
proofread typed material to a degree of 9$ percent. 
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^tudy Z6tu p* 33 the Brown Text see what detemines 
xn ij^ror. In ad<1ltiot» to these illustrated errors, 
uU.^r errors -Incladet flyir.f' capitals, striking lett^ers 

lighi.ly, and onitting punctuation. One of the 
^^reatest. vsak'ifiSfes in proofreading is made when you do 
nnt read the c^n^en^ of the problem you are typing for 
its meaning. Unless you actually read what you have 
u/p«d, cannot d^teirdne whether iou have completely 
omitt ed vcrds* 

In ci^cli^^i errors in tj.ned vnritlnys, you count only one 
error rer word; Tor example, au^^^mofc^fi)^ for autoraobile. 
V.^iii? t'aers -ire ^.wo scp-irate errors in this word, you 
consider it only one error and Just circle the entire 
word as (auotomoblieX Remember—Any strikeover counts as 
two errors rather than one error. 

Study FP* 181-132 in the Brown Text on »^Methods of 
Correcting Errors." Also read the sheet included in this 
package on erasing. 



lEARNING PRACTICEt 

Do not type anything but merely circl e all errors in the 
two different exercises on the following page. In 
Exercise 1 you should find l6 errors; in Exercise 2 you 
should find 13 errors. Proofread carefully and THINK! 
Q TBSTi Written, typed, or combination on Packages h and $• 

ERIC 
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Exercise 1 

When you prof oread what you ha e typed, remember 
to circle your erorsj don't just make check mark. If 
the copy does not make sense to you, be sure ot check 
the material from, which you typed. You may have omited 
a word or letter which should be their. 

Improper spacing and strikeover is errors; also^ 
incorrect punctualiv n mw^ i be ended. However, only 
one error is counted per wordc your typed copy 

with care and read for tncugth as well look for incorrect 
key strokes and other errors* 

ISxer cise^g 

When you are asked to find the words you typed 
wrong , do not waste time when you look for them. Know 
what you are to look forj then read with care and speed, 
find what is wrong and mark it as you have been told too 
mark what you type that is nt right. Once you can see 
what wrong, can you type it rights Try it. 

When you have leamedwhere all the keys are, you 
will find that, with your two eye still on your book, 
you can sense when you type a word wrong* Don' look 
then, but wait to check your work when time is called 
When you check your word, read for thought, too* Look 
for words that may not there but should be. 
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ERASING 

In general, typographical errors should be corrected using the following 
steps: 

1. Lift the paper bail scale and rolls (if need to), 

2. Roll the cylinder forward easily ^ two or three lines if the error 
is on the top two thirds of the paper. If the error is on the 
bottom third of the paper, turn the cylinder backward to prevent 
the paper from slipping out of the typewriter, 

3. Move "*"he carriage as far as you can either to the left or to the 
right in order to keep eraser crumbs from falling into the type- 
writer. Typewriter parts have oil on them. When eraser crumbs 
touch this oil, they stick to it. Soon the crumbs accumulate and 
cause the keys to stick. Therefore, always remember to move your 
carriage before erasing . 

U. Erase lightly using a circular motion; do not scrub an error# 
Blow eraser particles away as you erase* Then use the brush at 
the opposite end of your eraser to completely remove crumbs from 
your paper. 

lou nave read on pages 181-182 the various methods of correcting errors. 
In my opinion, nothing will make as neat a correction as good quality typing 
paper and a typing eraser. The typing paper you use in class is an inexpensive 
quality of paper for obvious reasons, but you can make neat erasures on it if 
you are careful. Any problem submitted with a hole in it will not be accepted. 
Tou should never attempt to erase an entire 2lne or even half a line. Several 
words are all that should ever be erased at one point in a problem. 

I do pMfer that you use a typing eraser for all problem work in class. 
This means that you are to bring to class every day for the rest of the year 
a typing eraser (plus a pen and pencil) . The pencil- type eraser costing about 
25^ is easier to use than the wheel-type eraser. Typing erasers may be pur- 
chased at 5^ and 10/ stores, drug stores, office supply stores, etc. 

You absolutely may not borrow a typing eraser trvm someone else during 
class for two reasons? Jtj It decreases the amount of work you complete if 
you have to stop, ask someone to borrow an eraser, and then return it, and 
(2) It bothers someone else. 

If you come to class without a typing eraser, you must rent one at the 
beginning of class for 2^ a day* You will not be allowed to rent an eraser 
once class begins. You are to return the eraser at the end of the class 
period. Money received from rentals will be used to purchase new typing 
erasers as the others are used. 
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UNIT II J TYPING ESSENTIALS 



RATIONALES To arrange problems attractively on the poige^ certain 
essentials are needed o These include the setting of 
margins, beginning on the correct line often thj^ough 
exact vertical center or reading position, and dividing 
words correctly at the end of typed lines o 

OBJECTIVES 

General 

This unit involves horizontal and vertical sfpacing with 
elite and pica machines pliis correcting words 

Specific 

Upon completicn of this unit, you vrill be able tot 

lo ^<xce typed material horizontally with an accuracy 

of plus onminus $ spaces cn an elite or a pica machinso 
2o Stoace typed material vertically with an accuracy of 

¥ ('3 lines) o 
3o Divide It cat of 20 vcr^s in the proper placoo 
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LEARMINO ACTIVITjCi 

1. 'Jnit II-Task Package 1— dorizontal Spacing Facts 

and Figuring Margins 

2. Vnit II-Task Package 2—Vertical Spacing Facts 

and Figuring for Ebcact 
7er^ical Center and for 
Reading Ifesition 

3. Unit II-Task Package 3 — Word Division 



TEST: 

A unit test will rot be glTen^ hewer ?r^ a teso 'rtiil 

be given at the end of each of the tlirea task packages* 
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UNIT lit TYPING ESSENTIALS 

TASK It HORIZONTAL SPACING FACTS AND FlGORlNa MARGINS 

* 

RATIONALEi In order for a probln to bd in the middle of the page with side 
margins approsdjuitely equals 70a have to set your nargine eor«^ 
rectly. Tou iiill need to apply simple Mathematical skLlle to 
understand this paelcage# 

OBJECTIVE^ Upon completion of this task package^ you will be able to 9pace 
typed material horizontally with an accuracy of plus or minus 
5 spaces on an elite or a pica machine* 
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and a%viiy the horizontal spacing facts and illustra- 
tions on the following pages and do the four exercises 
for the elite and pica machines. You will notice that 
the figuring of margins is different on these two machines 
because the center point for paper of the same size is 
different on these two machines. 



LRAKNINQ PRACTXQEt 

1. Check your answers for the four exercises as you do 
them with those found at the bottcm of the exercise. 

2. On the last page of this package, answer the questions 
and work the problems. Do not refer back to any 
source after you look at these questions. 

PRESENT TO INSTRUCTOR! 

3. The instructor wi^ show you how to actually set 
margins for your own typewriter. 



TEST I 

Written. You are allowed no more than one mistake on 
this test. 



ERIC 



35 



3 



IDRIZONTAL SPACING ON STAKDARD TYPHiG PAPER 
(spacing Acroas the Paper) 



Elite (Snaller Type ) 

A staiKlard size sheet of typing paper is &^ inches (width) by 11 inches ( length) • 

On an elite machine you can type 12 letters and/or spaces in one horizontal incht 

There era then 102 available elite spaces across a standard else sheet of typing 
paper • (12 letters in one inch times 8ij inches • 1D2) 

Now check your own machine. Is it an elite machine or a pica machine? If the 
right edge of your paper comes to 102 on your cylinder scale ^ you are typing on 
an elite machine* 

The exact center point of a standard size sheet of paper with 102 available 
horizontal spaces is 51. ih of 1D2 « $i) 

To figure the left and right margins ; 

Bca^lei You want a 60-space line (a line with 6o letters and spaces ecmbinad 
in it). 

30 

(1) Divide 2\W. You want half of your line or 30 spaces to the 
left of the center point and half of your line or 30 spaces 
to the right of your center point so that your line will look 
balanced on the page* 

(2.) Put down your center point for an elite machine. Tou may use 
$0 instead of 5l in figuring margins for convenienoa* 

(3) Subtract half your 60-3pace line or 30 spaces from the center 
point to get your left margin. 

$0 center point 
^30 half of your space line 

20 left mqrnin 

(I4) Add half your 60 -space line or 30 spaces to the center point 
to got your right margin. Also add $ more to your right 
margin to allow for the ringing of the bell. 

50 center point 
♦30 half of your space line 

O . 60 
ERIC i for ringing of the bell 
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ELITE ILLUSTRATION 



1]' 



(one inch) 

_4 — 1 




8Vf 


aanaaaaaaaaa 






12 letters in one 
lorisftcmtal inch 








51 exact center point Oi of 102) 






may use to figure margins for 
convenience 




-30 




20 left margin 


80 

right margin 



horizont( 
spaces 
(12 X 8^' 
1D2) 




^Illustration for a 60 -space line on an elite typewriter. 
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: • • f \ oi I.U.I !^^!^ ; ^iou'. '^'vt llf^ixic- hsro tho following majgins 

V' i':*' alxuuifij, -loj' tho xXiigiiig of bho bell) fori' .in elit?. r:vachinet 

Ul-vcck your answers with those at the bottom when completely finished. 

(a) '/0-space line 



(b) ^O-space line 



(c) lili-space line 



(a) 70-space line JS;;^ So So 

^^^^ -J^ • ^ 35- 



9 0 ^^"^^^ rn*»A<jiHi, 



(b) ito-space line ^'^^ ^^,2 o"o 5-0 / 



^0 ^><^^*^!y 
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HOiaZONTAL SPACING ON STANDARD T7?XN0 PARR 
(Spteing Acroaa the Bapar) 

Pica (Larger Ty^) 

A standard site sheet of typing paper is 8^ inohes (width) by U inohes (length). 
On a £ica machine you can tgrpe 10 letters and/op spaoes la one horisontal inch. 

"'Jni*?"*!^ arallmble pica spaces across a standard sise sheet of typing 
paper. (10 letters in one inch tines 835 inohes - B$) -wk*"* 

Now check your own machine. Is it an elite nachine or a pica Baofaine? If the 
a Sca^wShine^"^ *° °" cylinder so^, you am tjping 

jri!'l.r^L*'f/fl?*"ffi!^v"i*! P^P*' ®^ •liable hoilaontal 

spaces is 1^. Qs of 8$ - I0i but in typing we always drop fractions so the 
center point is considered Just ifi) 

To fleure the left and right marg ins* 

Btamplet Jou want a 60.8pace line (a line with 60 letten and spaoes ooiibined 
in it.) 

^ (1) DlTlde 2 |§, Tou want half of your line or JO apaces to the 
left of the center point and half of your line or 30 spaces 
to the right of your center point so that your line will look 
balanced on the page. 

(2) Rit down your center point for a pica nachine which is 1*2. 

(3) Subtract half your 60-space line or 30 spaoes fro* the center 
point to get year left margin. 

1(2 center point 

half of your space line 

12 left margin 

(li) Add half your 60-space Une or 30 spaces to the center point 
to get your right margin. Also add $ mors to your right 
margin to allow for the ringing of the bell. 

1|2 center point 
♦jO half of your space line 

72 

for ringing of the bell 
77 right mar^n 

Jhtte your margins for a 60-spaee line on a pica nachine ai^ 12 and 77. 
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PICA ILLUSTRATED^ 



IJ letters In one 
nori:£ontal inch 



35 availablo 
horizontal 



h2 center point ('j. of 8'j) 



-30 



12 loft LUigln 



.20 



72 

77 right margin 



♦Illustration fci' c,;-apace line on a pica typewriter. 
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Corer the botton half of this sheet and figure here the following Margins 
(left and right allowing for the ringing of the bell) for a gca iiaehine. 
Check your answers with those at the bottom when coopletely finlahKl. 



(a) 70-space line 



(b) SO-sp^c* line 



(c) UU-space line 



(a) 70-8pace line 3S' 

^<7o -35; fjr 

+ 5- 



2% 



(b) 50-8pace line ^''^ 

XT + 2.3 

/7 ^jJd M..y».u>v 6 7 



(c) liU-space line ^""^ JJ^ ^^M^. '^i' 

"™ 41 ^ 



lUHIZONTAL SPACING Oti SWiClAL SIZS SHEETS 
ElitQ 



If you know the width of any sheet of paper, you can figure the available 
horizontal siiacoo, tlia center point, and the margins. You use the same pro- 
cedure as for a standard size sheet of typing paper. 



iiicamplei You have a shapt of paper that is 6 inches wide. 



//J/JJJJJJJJ 



etl^^CrV ftint- 
<1 fx> 



-AO 



5*^ 
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How many available horizontal spaces are there on this special size sheet 
if you are typing on an elite machine? (12 letters in one inch times 
6 inches =» 72 available spaces) 

What is the center point of this special size sheet? (?s of 72 - 36) 
What would the left and right margins be for a liO-space itine? 
20 

(a) 2nro 



(b) 36 center point 

-20 half of your space line 



16 left margin 



^2 



36 center point 
♦20 half of your space line 

56 

alloiying for the bell 
6l right margin 
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Cover the bottom half of this sheet and figure here the following margins 
(left and right edlowing for the ringing of the bell) for an elite machine. 
Check your answers with those at the bottom when completely f iniehed. 



(a) A special size sheet 5 inches wide 
Margins for a 30-space line 



(b) A special size sheet ^ inches wide 
Margins for a 26*space line 



(a) A special size sheet $ inches wide 
Margins for a ^O^space line 

tVAiUlit 



3 a Cv«i^fu%^ 



30 tnjik^fi^^ 



3o 

t IF 



(b) A special size sheet }^ inches wide M 
Margins for a 26 -space line X ixl^ 



TI-II-1 



11 



HORIZONTAL SPACDIQ ON SPECIAL SIZE SHEETS 
Pica 

J,!! ^^'^^^ sheet of paper, you can figur* the available 

horijsortal spaces, the center point, and thi Margins. Sruse thi aai^ 
cedure as for a standard siae sheet of typing paper! ^" 

ExaJiplei You hare a sheet of paper that is 6 inches wide. 
0 







r- — 1 — ^ 






V 















(lo X to) 



L. 



2. 
3. 



How many available ho^zontal spaces are there on this fln««<«i -4 - u . 

What is the center point of this spacial size sheet? (Jg of 6o - 30) 
What would the left and right margins be for a l*0-8paoe line? 

(a) 2f^ 



(t) 30 center point 

-20 half of your space line 

10 left marj^n 



30 center point 
+20 half of your space line 

I t ■n i w lii u ftm >ii M fc^ i I 



Tl- -II-l 



12 



Cover the bottom half of this sheet fiini«<* here the following nargini 
(left anl ri^t allowing for the ringing of the bell) for a {de^ nachlne. 
Cheek your amwers with those at the bottom when eoiq;>letel7 finished* 

(a) A special size sheet 5 inches wide 
Maz^ins for a 30-8pace line 



(b) A special size sheet 3^ inches wide 
Margins for a 26-space line 
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(a) A special size sheet 5 inches wide 

l&rgins for a 30-4pace line > i . , . . , 



S5 isudOu^ fAuJ- 

it H 6^) 



-)5 



^ s 



(b) A special size sheet 3^ inches wide , ^ 

Margins for a 26-8pace line ' ^^-j .■>*' 




^5 Cu/tuLU^*^ 'AdUiAzr^ 

+ 5 



45 



0 6fw^ m,^o^ 
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BASIC RULES FOR FIGURING ANY MARGIN 



1. Take half of your space line. 

2. Decide what the center point is for your particular sheet of paper, 
whether it is a standard size sheet or a special size sheet. 

3. For left margin ; Subtract half of your space line frm the center 
point. 

li. For right margin t Add half of your space line to the center point 
plus 5 to allow for the ringing of the bell. 

**)HfWithout even knowing the width in inches of a sheet of paper, you can 
find the center point of any sheet of paper which you have inserted in 
your typewriter. Use the following procedure: 



(1) Look at where the left edge of your paper Is on the 
cylinder scale. 

(2) Look at where the right edge of your paper is on the 
cylinder scale. 

(3) Add the two numbers together. 

ik) Say half of the total number and this is your center 
point J for example > 



A 



(or) 



B 



0 left edge of paper 
102 right edge of paper 



35 left edge of paper 
63 right edge of paper 



102 total 



98 total 



2flO? 



51 center point 



h9 center point 
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QUESTIONS OM HORIZONTAL SPACING 



Answer the following questions on this sheet, tou mst shou jroar figuring 
for any problems. Piece answtr^ 1^ the left colurrft. 

1» How many spaces are there in one horizontal Inch On a pica 
machine? 

2. How many spaces would a line 3 inches long be on a pica 
machine? 

3. What is the center point of a special size sneet of paper 
that is inches wide on a pica machine? 



I4. How many spaces are there in one horisontal inch on an elite 
machine? 

5. How many available spaces are there across a standard sheet 
of typing paper on an elite machine? 

6. Wruxt is the exact center point of a standard size sheet of 
typing paper on an elite machine? 

?• What are the left and right margins allowing for the ringing 
of the bell for a 7U- space line on an elite machine? 



8. What are the left and right margins allowing for the ringing 
of the bell for a 36-space line on a pica machine? 



9. If you had a special size sheet of typing paper 1^ inches 
wide and 9 inches long, what v/ould the left and right margins 
be for a 50-space line on an elite machine? 



(a) 10 ♦ (a) W^Sit is the width and length of a standard size sheet of 

typing paper? Give dimensions in inches; list width first, 
then length. 

(b) (b) Which is larger**pLca torpe or elitt type? 

^ 47 
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UNIT lit TYPING ESSMTIALS 

TASK 2t VERTICAL SPACING PACTS AND PIQORING FOR EXACT VERTICAL CHITBR 
AND FOR READING POSITION 



RATIOMALBj In order for a problan to look attractive vertically, you have 
to begin lyplng on iiiB correct line. Vertical spacing ia soMe- 
what easier than horizontal spacing because Tertical spacing is 
usually the sane on an elite and a pica machine. 



OBJECTIVE: Upon c(»ipletlon of this task package, you will be able to space 
typed material vertically tilth an accuracy ot (3 liiMs), 
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LEARNING ACTIVirYt 



Read and study the vertical spacing facta and illustra- 



tions on the following pages and do the two exercises. 



2. 



Refer back to Task Package 3, Section 2 and study 



two new machine parts-- the aligning scale and the 
variable line spacer * 



LEARNING PRACTICEt 



1. Check your answere for the two exercises as you do 
them with those found at the bottom of the exercise. 

2, On the last page of this package^ answer the questions 
and work the problems. Do not refer back to any 
source or consult any person after you look at these 
questions. 

PRESJWT TO INSTRIXJTORI 

3« The instructor will now show you how to actually 

position your machine for spacing down to the correct 
line if you still have difficulty after having read 
about the aligning scale and the variable line spacer. 



TEST I 



Written. You are allowed no more than one mistake on 



this teat. 
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"VmnOAh SFACB^G FACTS 



These linos are 
single-spaced 



Th3S€ lines are 
double** spaced. 



These lines are 
triple-spaced. 



The line-space regulator 
is set on "1" for single, 
on ^2" for double , and on 
"3*' for triple spacing. 
Note the examples at the 
right. 

In single spaced copy, there are no blank lines between each typed line* 
In double spaced copy, there is one blank line between each typed line. 
In triple spaced copy, there are tw o blank lines between each typed line. 

Vertical spacing is the same on an eUte machine and on a pica machine usually. 

There are 6 vertical lines in one inch. 

There are 66 available vertical lines on a standard size sheet of typing paper— 
(6 verticST lines in one inch times 11 inches, the length of a standard ai«e 
sheet of typing paper, » 66) 

There are 33 available vertical lines on a half sheet of typing paper**(6 
vertical lines in one inch times inches, the length of a half sheet of typing 
paper, • 33) or (half of 66, the number of available vertical lines on a full 
sheet, « 33) 




one 
inc^ 



11" 



6 vertical lines 



66 total vertical lines on a full sheet (6 x 11" • 66) 

33 total vertical lines on a iialf sheet (6 x ^» -33) 
rzf\ 
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To center a problem verticoixxy brab mcuno to place it exactly in the middle 
of the page up and down* 

Steus for ^fervi^^\. Centering 



1. Count the total mamber of lines needed to type the problem. This includes 
actual typed lines and blank lines between typed lines. 

2* Subtract the total lines required for the problem from the available lines 
on the paper* The answer you get will be the total blank lines left on 
the page* 

3, Divide the total blank iiiics by 2 because you want half the blank lines 
to appear above your problem and half the blank lines to appear below 
your problem for exact vertical center* The answer you get after divid* 
ing is the number of blank lines to be left in the top margin. If the 
answer contains a fractiun, disregard the fraction. 

After dividing, add 1 to your answer* You begin typing on this line. 

Examj)let Suppose you have a problem with 20 typed and blank lines combined 
to be placed in exact vertical center on a full sheet of paper. 



(a) 66 available vertical lines on a fizll sheet 

-20 total typed and blank lines needed for problem 

U6 total blank lines remaining on full sheet 

23 1 » 2I4 

(b) 2 01^ 

You would leave 23 lines blank and you would begin typing on line 2k for 
exact vertical center on a full sheet* 

Example : Suppose you have a problem with 20 typed and blank lines combined 
to be placed in exact vertical center on a half sheet of paper. 



(a) 33 available vertical lines on a half sheet 

-20 total typed and blank lines needed for problem 

13 total blank lines remaining on half sheet 

6^1 = 7 

(b) 2\l} 




You would leave 6 imes biat.l ; ^uo , ou would begin typing on line 7 for 
exact vertical center on a half 3}.eet. 
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VERTICAL CENTERING IIXUSTRATION 



The following diagram at the left illustrates the first example on page h of 
this package You have a problem with 20 typed and blank lines combined to 
be placed in exact vertical center on a full sheet of paper. 



Exact Vertical Center 



23 blank lines 



B«gln on line 2U p— — , 



20 lines in problem 



L J 

23 blank lines 



Reading Position 

21 blank lines | 
, • — I Begin on line 



20 lines in problem 



I 



I 



25 blank lines 
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Adds up to 66 lines total— number of 
available lines on a full sheet 



Adda up to 66 lines total-7nunber of 
available lines on a full sheet* 



(a) 66 available vertical lines on a full sheet 

-20 total typed and blank lines needed for problem 

li6 total blank lines remaining on a full sheet 

23 > 1 » 2li— line on which you l;^^^L--^Q typing 

(b) 2jl$ for exact vertical center 

Reading Position means beginning the entire problem 2 lines higher on the page 
than exact vertical center. Your eye tends to go toward the top rather than 
the bottom when looking at any poster, book, or typed problem* This means 
placing two extra blank lines in the bottom margin* 

In the above illustration for reading position, you would merely subtract^ 2 
from the line you would begin on for' exact vertical center * Thu% you would 
begin 'on line 22 for rwAding position^ . 

— 52 — 
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Cover the bottom half of t>ao sheet and fixate hare the following problems. 
Check your answers with those at the bottc^t^ when completely finished. 



(a) On what line would you begin typing to center vertically a problem with 
29 typed and blank lines combined on a full sheet? Remerabert In typing 
you always drop fractions* 



(b) On what line would you begin typing if you placed 17 typed and blank 
lines combined on a half sheet? Remembert How many lines are there 
available on a half sheet? 



(c) On what line would you begin typing to place Problem B in reading posi- 



tion? 



(a) 66 available vertical lines on a full sheet 1^ 
-29 total typed and blank jlnes needed for problem 2[yf 

37 total blank lines remaining on this sheet 




(b) 33 available vertical lines on a half sheet 8 
•17 total typed and blank lines needed for problem 2riS 

16 total blank lines remaining on this sheet 




(c) Subtract 2 from the line on which you begin for exact vertical cen^*:' 
in order to £,ot reading position 

9 • 2 « Une@for reading position 
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VEBTICAL CENTERING ON SPECIAL SIZE SHEETS 



If you knou tho 3cn|;th of any b'heet oi paper, you can figure the number of 
available lines ' n uTiat 'jhu-^.t; if you k-u^' the u»unber of lines needed 
for your probl^, you can detei -line tho corroet lit- . on whicii to begin typing* 
Tto procedtire for figuring vertical placement is Vro sane as for a full or a 
half sheet after you know how mai^y lines you have available on your sheet* 

Bxanple t You have a sheet 9 inches long and you want to type a problem with 
" 3k typed and blank lines combined on it* 




Kow many available vertical lines are there on this sheet? (6 vertical . 
lines in one inch times 9 inches • 5U available vertical lines) 

2* On what line would you begin typing for exac t vertical center? 

(a) 5U n of available vertical j.xnoa on this special size sheet 9 inches 

long 

total typed end blank lines needed for problem 
20 total blank lines rcraaining on this sheet 

' 10 ♦ 1 = 11 (You wonld leave 10 linos blank above the problem and 

(b) 2120 you would begin typing on lino 11 for exact vertical 

center* ) 

ER^C 3^ what line uould you berin Vy^u,}:,z ior xc^djnfy poal tion ? (Begin on 

'-^amam line 11 for fcAact vortical center, so subtract '-^ for reading position) 
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Corer tha botton half of tills shoot arid figurxi huta tlo folloulne prcblmst 
Chtek your anavera «ith ttiote at the bottom when conpletoly finiahed. 

(a) How aany available Tertlcal lines are there on a sheet that is &i Inehas 
long? 



(b) On what line vould ysu typing to place a problon with 17 typed 

and blank linoo ccwbinad on toio sheet 6!$ Inches long? 



(o) On vfaat ^o vouU you begin typing to place a problon with 2$ typed and 
blank lines cor^bined In reading position on a sheet 7 inches (width) tar 
10 inches (length)? 
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(b) 39 
-11 



<>icJ. g><ivM}L. f.H.gf \gHv»;n.'.vi A^Utt 
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DASIfl RULKS FOR VmiCAL CEMYHUJia 

I* Count to 360 how xmiy lines you nted for your problo»« 

2. Subtract the number of linos (typod and blank) nooded for your probXen 

froa the qunbor of availatlo vortical lines on tlat parUcular oheet 

to got the total blank lines remaining on the ehaot^ 
3# Divide the total blank lines remaining on the ahoot by 2» 
1x0 Add 1. You \)Q(iin typing on this lino* 
$• For reading position, subtract 2 from your answer in Step 

* if * 

If directions for a problem indicate that you are to leave a 1** top oargin, 
you leave 6 blank lines or 1 inch. You typing on line 7. Thus, if 

you are to leave a 2" top maicin, you would leave 12 blank lines and begin 
typing on line 13, etc. 

^ ^ ^ 

It directions for a problem indicate that tlio probleza is to be centered 
vertically, this means exact vortical center. Directions state when a 
problem is to bo placed in readily ^joAir^on. 
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QUESTIONS ON VHITICAL SPACING 

Answer the following questions on this sheet. You must show your figuring 
for any problems. Place answers in the left column. 

— How many available vertical lines are there in one inch? 

2. How many available vertical lines are there on a sheet ^ 

inches (width) by 7 inches (length)? 

3. On what line would you begin typing if you placed 37 typed 

and blank lines combined on a full sheet in reading position? 



U. On what line would you begin typing if you placed 9 typed and 
blank lines combined on a half sheet in e^tact vertical center? 



_ 5* On what line would you begin typing if you needed a 2ig inch 
top njargin? 



6. How many blan k Jlnes are there in your to^ margin when you 
are using a 1^ inch margin? 



7. How many available vertical lines are there on a sheet 
inches (width) by OV inches (length)? 



8. Is vertical spaciii^ .3 1/ different on an elite and a pica 
machine? (yos or no) 

9. Wiiat is the length in inches of a standard size sheet of 
typing paper? 



^^0* On what line would you begin typing if you placed a problem 

with 25 typed and blank line's combined on a special size sheet 
6 inches (width) by 8 inches (length) in reading position? 
^ (Dra^- a diagram on the back of this sheet.) 
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UNIT lit TtFING SSSENTIALS 
TASK 3s WRD DIVISION 

RATlDNALEt Some vorda can be dlTLded at the end of a llaa in typed copjr) 
sone words cannot be dlTid^« Both frequent vord division and 
uneven right margins detract from the appearance of the cop(f# 
Limit division to those words which woald spoil a reasonably 
even right margin. 

Words can only be divided between ^llables* However n seme 
words cannot be divided even where there is a syllable as the 
following practices will indicate • 

If it is possible bo divide a word correctly in typing^ you 
are to type a hyphen at the end of the line to indicate the 
division. The rest of the word should be placed on the follow** 
ing line. 

QBJ£CTIVSt Upon completion of this task package^ you will be able to 
divide 18 out of 20 worua in the proper place* 
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LEAISiINQ ACTIVmt 



lEABNINO HUCnCIi 



TEST I 



Study tUo woixi division rulua on Uio follouing ehooto 
under "Input." 



In each practice cycle, do the exerciseo under wFractico." 
Write at the r ight of the oyllable division the correct 
typing word division. If a word cannot bo divided, write 
it without a Ijyplien. As you finiah each pnotlco cyclo, 
check your answers under "Knowledge of Results." When 
you have finished all practice cycles and have studied 
thoroughly all your rules, do the Final Review on the 
last page of this package. Do not refer back to any 
source after you look at this Final Review. 



Written. You must divide correctly 18 out of 20 words. 
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PRACTICE CYCLE 1 



Inputt (a) Do not divide words of fivd or fewer letters although there are 
- syllables within the word as air^so. 



(b) Do not divide words of one syllable as through, clipped, and 
strained* 



Practice t Cover the bottom of this page. Write the correct typing word divi- 
sion for each word. 

lo cal 

switched 

pet al 

ex it 

ju ror 

flown 

Knowledgp of Results ; 

lo^cal 
switched 
pet3al 
ex^Lt 
ju^ror 
flown 



local 

switched 

petal 

exit 

juror 

flown 
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lnput « (a) Do not separate a .yilable oi or.e^cr two ^^J^^f JJ^^^lf 
of rSordj such as a Jcross or exjpress, (b6e PracUce Za.; 

(b) DO not separate a syllable of or two letters at the end of a 
wordTsuch as stead^£ or great^l^. (See ^-acUce 2b.) 

(c) If you are going to divide a word, you must leive at least a thre«- 
letted a^lfSle'at the end of a line as in con-trol, and you must 
caSy to a new line at least a three-letter syllable as in care- 
ful. (See Practice 2c.) 



Practice : Cover the bottom of this page. Write the correct typing word divi- 
"""^^ sion for each word. 



(a) ig no re 

lo cate 
a gainst 
au tumn 
im press 
ro mance 



(b) dark en 
mag ni fy 
a cic.pt er 
a ni 
a ^en da 
like ly 



(c) hand ful 

dou ble 

pre tense 

gen tie 

cur tain 

gar bag© 



Knovlcdge of Results ^ 

(a) ignore ignore 

loC^cate locate 

a'^'g^^s* against 

au'C^tumn autuinn 

iuT^ress impress 

ro'^niance romance 



(b) dark^en darken 

mag - ni^iy Eiag-nify 

a^^apt^er adapter 

a^iuni;;^.! alunini 



en^da agenda 



like*^ly 



likely 



(c) hand -ful hand-ful 

dou - ble dou^bld 

pre - tense pre -tense 

gen - tie gen-tle 

cur - tain cur- tain 

gar-bage gar-bage 
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PHAGTICE CYGL2 3 



[nput t (a) Divide afte r a one -letter syllable wltlun a word, as sep^-rate. 
(See Practice 3-'^') 

(b) However, if the word ends in a'^ble, l^blo^ or i'^cal, you must 
keep tlK3se last two syllable endings Together as a'unit, as 
do3p<^nd- (a ble « Notice the difference in the word sen-* si-* bio* 
In this latter word the i is not a syllable by itself. Therefore, 
you cannot keep ible together here since you cannot divide a word 
unless ttere is a syllable division. (See Practice 3b.) 



(c) If two one^letter syllables ccwe together^ divide between the vowels j 
as grad*3i-^^ion. (See Practice 3b ) 

Piti;aice i Cover the bottom of this page. Write the correct typing word divi- 
uion for each word. If a word can be divided correctly in more than 
one place, write a hyphen at each proper typing division* 



(a) par a t^raph 
ex per i ment 
fa cil i ties 
op or a tions 
a nal y sis 
hand i cap 



(b) in fat u a tion 
chem i cal 
Ilk a ble 
prac ti cal 
phys i cal 
au di bio 
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Knowledge of Ilesults : 
C*) par!^- graph 
ex^^l^r*^ - ment 
f a'^cll^ - tiea 
op3^r^ - tions 
a'^al^^^sis 
hand^i • cap 



para-graph 

expori-ment 

facili-ties 

opera-tions 

analy-sis 

hand! -cap 



(b) inCifaO-Oion 



chem- Ql cal 




lnfatu«ation 

cliam-ical 

Ilk-able 

prac-ti-cal 

pl^s-^ical 

audi-ble 



fi2 
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ntACTIGE CYCl 



Input s (a) If the final consonant xn a word is douo^ed when adding a suffix 
(ending)^ divide between the double letx^srs^ as^ con - trol— ling, 
(See Practice ka.) 



(b) Howeverj, when a syllable is added to a word that ends in double 
letters, divide after the double letters; as^? ex^^ress*- ing, 
un3'ill'"i>^g* (Se© Practice 2b.) 



Practice : Cover the bottom of this page. Write the correct typing word divi- 
sion for each word* If a word can be divided correctly in more than 
one place, write a hyphen at each proper typing division. 



(a) ex pel ling 

pre fer ilng 

pa trol ling 

nit ting 



(b) call ing 
bless ing 
sell ing 
bill ing 



Knawledse of Results t 
(a) ex^^^^l-ling 
pre fer - ring 
pa'^trol —ling 
hit* ting 



expel- ling 
pre-fer-ring 
pa trol -ling 
hit-Ung 



(b) call -ing 
bless - ing 
sell - ing 
bill-ing 



call-ing 
bless -ing 
soll-ing 
bill-ing 
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hiAUTiUE GIOlE ;;->- lMna:i .Stops ! I 1 

Input : (a) Do not seixarate a ^jyllabJo that docj nob cont'^iu a voi;el froi.i tho rest 
of the void; such aa dicOi't, This actually eliiiiinaxGa tho typing 
division of all contractions. 

(b) lJi\cn dlvldjii(j woiUs, tyjye cial, tial^ cion ^ ^2H^ tlon , sivo, and 
lilvo as a unit; as iin'^^par - tiai, de^^^truc- tive, 

(c) Goiai>ound woixis uritten with a hyi)hen should be divided at tho hyphen 
only; for example, self-con^'^^'ol. 

(d) iivuld dividing initials^ proper names, numbers ^ or abbreviations • 
Initials a ^ivun first name may bo separated frois a surname (last 
nmio) when necei;L;aiy, ar; lira. John R*/S;d.th, A date may be oeparated 
bjtween the day atU the year au September l0,/i9 — • In these Instancee, 
no hyphen ia utrjd at the end of the line. 

(a) Do not divide woitis at the ends of two or moro consecutive lines — 
tliat is, at the ends of t;/o lines right together • 

(f) Do not divide the last word in a paragraph. 

(g) Do not divide tlie last word on a page. 



Practice : Covox^ tho botto:a of thia page. Urite tho correct typing word divi- 
sion for each wojlvI* If a \70id can be divided correctly in more than 
one place, ijrite a hyphen it each proper typing division. 

oc ca sion 

at ten tive 

Mr. E. R. Hum phrey 

self-cen tered 

are n^t 



occa-jion 
atten-tivo 
llr. E. R./flui.iphrey 
yelf-contorcd 
fi4 aren » t 



Knowledge of Results ; 

oc^*ca — sion 
at *ton-tivj 
Mr. E. i?./Hui,i'^^)hrGy 
self-cen'^tercd 
ERJC ar<^3»t 
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FINAL ilEVILW 



Covoi* aido u f th in ahoot^ Ou a uciap yhoet of i>ai^r, you aro to 

divide >ln woidj in Coliunn 1* LFjy lii'pl-.ju iihow whoi^^) ijuch divialon(a) 
can bo itude^ Divide each woad ixu m my pL.' us aa poiiyible by ai plyin£^ thj 
i^yping >uios to the dictionaxy ciylJ Ayloo uhoun in Column 2. If a vovd cannot 
bo divided, weroly rev/rite it without a hyphen^ V/hon you have fitiished 
all 20 vords, check your ansiioia with thoij© in Column 3. If you niiss any, 
turn back and revie*/ the appropriate rule^ 



1. 


paiuyraph 


par a graph 


para-£iiaph 


2. 


aniiiiate 


'in i Ilia to 


aui-]aate 


3. 


Jolly 


j^i ly 


jolly 


U. 


believable 


be Ixuv a ble 


boiiev-able 


5. 


peitaitting 


per i.iit ting 


i;or»mit-ting 


6. 


$168.32 


$168 o 3^ 


H)i68,3if 


7. 


opox'ations 


op er a tions 


0}>jra- tions 


8. 


old-fashioned 


old-fash ioned 


old-fasiiioned 


9. 


diary 


di a 


diaiy 


10. 


strength 


stre2i[^o.i 


£;trength 


• 

■ 11. 


agenda 


a £;en da 


a£,enda 


• 12. 


leioure 


lei iSVXQ 


loi-3uru 


13. 


advice 


ad vico 


advice 


lU. 


delicate 


del i cato 


doli-calo 


1^. 


clerical 


cicr i Cu ^ 


clor^ioal 


16. 


valuable 


val u a bio 


valu-ablo 


17. 


spelling 


spell ing 


G|.oll-i*.;^ 


IQ. 


Connecticut 


Gon ncct i cut 


Gonnociicut 


19. 

ERLC 


Jijnmy Morris 


Jim my H. llor ris 


JJi.uiy il,/lIorrln (no liyphen 
: s used at all but you may 

auLlro laut name on 
next Ijnu) 



UNIT lUt CENTERING AND SIMPLE TABUUTION 



RITIDIIALB* unless the skill and knowledge you have acquired thus far are 
transferred to problem typing, they are of little value to you. 
Typing pwblems, not drills or tiioed writings, will »ake up 
your lyping load, whether your typing is for personal or pro- 
fessional reasons. In this unit you will learn to center typed 
lines horizontally, analyze proofreader's symbols, and type 
tabulation problems. 

Main headings in reports or themes require information centered 
horizontally in aU capital letters. This placewent calls 
special attention to the heading. 

Proofreader's symbols are handwritten markings used in rough 
draft copy (typed copy with correction symbols in it). Occa- " 
sionally an employer 1-1 ask you as his secretary to type 
something hurriedly without correcting mistakes. If readable, 
the copy is satisfactory for his use. The employer then uses 
the rough copy to evaluate the contents of the letter or report. 
He will make many handwritten changes and other corrections before 
he retunis the copy to you to be typed in its final fom. lou 
should study your proofread. . symbols carefully so you aay 
understand the corrections desired in final copy typing. 

Tabulation problems consist of typed material In column foi«. 
Tabulation problems position infor«aUon in a neat, orderly 
fashion for ease in reading. 

ERlC ■ R7 



OBJEwxIVSi Upon completion of this unit package, you will be able 

to center problems vertically and horizontally (including 
si«ple tabulation) to an accuracy of two horizontal spaces 
and two vertical lines. 

LEARNING ACTIVITr» 

There are no individual task packages for this particular 
unit. However, at the back of this package there are 
study sheets on horizontal centering, proofreader's 
syabols, and tabulation. You should consult these sheets 
as you get to these sections in your problem typing. You 
will be referring to pages S9-8h in your Brown Text, 

LEARNING fBACTICSt 

Pick up the correct araount of paper before beginning each 
section. This practice will be divided into three sections. 
Correct errors in all problems. 

Section 1— Horizontal Centerlntr (6 half sheets, 1 full sheet) 

liOB, p. 67 (Read "Steps for Horizontal Centering" on p. ^ 
of this package. Type problem only once.) 

hPO, p. 68 (Type Problem 2 only.) 

h9C, p. 80 (Read instructions at the left before beginning. 

IMs problem is >? ' ten entirely in longhand: 
this is called s;jrxpt copy .) 

u2c, p. 70 (Type on2y once. Read instructions carefollyl) 
^3D, p. 72 (Type only once correctly.) 
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Section 1 (cont. ) 

UI4B, p. 73 (Two problems— Type Step 2 and Step 3.) 
H3LD THESE 7 ffiOBLEMS UNTIL YOU COMPLETE SECTION 2i) 

Section 2— Rough Draft Copy with Proofreader's Symbols 
(1 half sheet, 1 full sheet) 

Study "Proofreader's Symbols" on p. 6 of this package, 

35E| p. 59 (Use a h^.lf sheetj 60.space linej DS; 1" top 
margin.) 

36E, p. 61 (Use a full sho^t; $li-space line; DSj center 
vertically ♦) 

TURN IN SECTION,^ 1 AriD 21 (9 problems total) 

Section 3>-Siaple Tabulation (9 half sheets, 2 full sheuts) 

I4OD, p. 68 (Read rer:/ carefully directions for typing 
simple 'cabulation problems found in this 
problem. Type problem only once* Use a half 
sheetj begin on line 16} SS.) 

When you have finished your problem, look 
at it carefu21y. If you have typed it 
correctly, the outside margins should be 
equal and between each column there should 
le 6 blank spaces* 

K-3niember t In a tabulation problem the first 
column begins at your left margin. Thus if 
there are 6 different columns in a problem, 
the first column will be at your left aaigln. 
and there will be tabs set for the remaining 
5 columns. In tabulation problems, the right 
margin is NOT set; it just remains at the right 
edge of the paper. 

lOB, p. 68 (Drill 2 only) 

Problem 2, p. 75 U^^low "Steps for Typing a Tabulation 

Problem" found in this package and review 
top of p. 7$.) 

Problem 1, p. 76 
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Section 3 (cont. ) 

U70, p. 77 (Type Drill 1 and Drill 2. Use half sheets. 

^TLt .1 ^^Bure left margin 

and set it. Set a tab for Colmm 2 just 
ignoring completely the columnar headings. 
ATtSI you have set margin and tab but before 
you have done any typing, figure and tvM — 
columnar headings. Follow directions at the 
left side.) 

liTB, p. 78 
USD, p. 79 

USB, Problem 2, p. 80 (Remember to even or aUgn at the 

right side the figures in Column 2.) 

hSU, p. 81 (Problem 1 only. Refer back to p. 80 bottom 

left comer and read before beginning to type.) 

Pl^iblem 3, p. Qk 

TURN IN SECTION 3i (U problems) 



T22ed on infomtation in pages 59-81*. The material vill 
not be arranged so be sure you know correct spacing 
between main and secondaiy headings and between secondaiy 
and columnar headings. After a columnar heading, remember 
you always double space. 
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STEPS i\>R HORIZONTAL CEii'££iiZ^<Q 



1. Make sore the left edge of your paper Is at zero according to the cylin« 
der scale* 

2. Move your margins to the edge of your paper • 

3. Clear all tabs* 

h^ Move the carriage to the exact center point of your paper and set a tab 
if each and every line in the entire problem is to be centered horizon- 
tally. 

Backspace fr(M5 the exact center point one time for each two letters and/or 
spaces in the line to be centered. If there is one letter left, do not 
backspace for it; for example: 



You have half your line on the left side of your center point and half 
your line on the right side of your center point* You may use the left 
index or first finger (manual machine) when you are backspacing a great 
deal* In straight copy typing such as timed writings^ etc*, always use 
your little finger to move the carriage jaao a few spaces backward. 
. 6* Begin to type at the point where the backspacing is ccnripleted* 
7» Tabulate to the center point, backspace one tijne for each two letters 
and/or spaces in the second line and type* Continue this manner until 
all lines have been typed* 




.^(odd letter; do 
I not backspace 
for it) 



(center point) 



PROOFREADFJl'S SYMBOLS 



Meaning 

Insert 

insert period 
capitalize 



close up 

lower case letters 
(net capitals) 

"Let it stand" or 
"Ignore correction*" 



underline 
adc space 

delete or leave out 



transpose or 
turn around 



move left 
move right 
paragraph 
spell out 



Illustration 
Bob 3a±d,If you can go^I^o*" 
Bob can driv^ The 
bob Martin 

(or) 

all about planes 



many <^ the 
See the ]^k* 



OR 



See the Jiook. 



4t*Lt Contributi ^ R e Received 
(actually changed mind 
twice; type the word 
Contributions*) 

Do not talk out of order* 

many^f^he 

many of theiise 

(or) 

many of eiJS these 
many 

(or) 

many ( jbhe J ot) 
^ Place the book here. 
Pl^e the book here. 



as North Carolina 
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STEPS FOR TYPING A TABULATION PROBLEM 

1. FLace the problan on the page correct rertLcally. 

2. Type any main or secondary headings. 

3. More the left and the right margins to the edge of the paper. 
U. Clear all tab stops. 

$. More the carriage to the exact center of the paper. Do NOT set a tab. 

6. Notice spacing between coluinns— usually an eren number of spaces (Ii, 6, 
8, 10, etc.) 

7. From the exact center of the paper, backspace 1 space for each 2 letters, 
figures, symbols, and spaces in longest line of each column and for each 
2 blank spaces left betveen columns. (If the longest item in a column 
has an uneven number of spaces, couple the last letter of the item with 
the first space between the columns when backspacing by 2's, as in 
refer U inan h half ^ ^ ^ ^^^^ 

re/f e/rSwSi/an/S/ WM/lf 

8. When you have "inished backspacing, set the left margin. 

9. From the left margin, space forward once for each letter, figure, symbol, 
and space in longest line in the first column and for each space to be 
left between the first and second columns. Set tab stop at this point 
for the second column. Follow similar procedure when additional columns 
are to be typed. 

Note: If you type a tabulation problem correctly, you will have the 
correct number of spaces between columns and the outside margins at the 
left and at the right will be equal . 
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Typing a Co :-^ Heading 

1. From point at which column begins, space forward once for each two letters, 
figures, symbols, or spaces in the longest line. This will glre you the 
center of the column. 

2. From center of column, backspace once for each two spaces in heading. 
Beg-^ji to type columnar heading where backspacing ends. 
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UNIT IVf PERSONAL AND BUSINESS LETTEHS 



RATIDNALBt Letters plus term papers sre perhaps tlm two »ost important 
type problems you will encounter in Typing !• In typing 
letters you should always strlre for good form, neatness, and 
accuracy because you are "selling^ your qualifications or 
your organization to scsneone else and you definitely want to 
nake a good impression* 

A carbon copy is made of most letters in business offices, 
because one copy always remains on file for reference. Offices 
also hare printed stationery (letterhead stationery plus a 
matching wrelope). In addition to lcK>king attractire, letter- 
heads sare a secretary's tine since 9he does not hare to type a 
return address on either the letter or the enrelope. 

There are two basic letter styles^-block style and aodified 
block style. See which style you preferl 



OBJECT IVEt Upon completion of this unit package, you will be able to type 
personal/business and business notes and letters in block and 
modified block styles to a degree of 98 percent accuracy. 
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LEARNING ACTIVITY J 

There are no individual task packages for this particular 
unit. See cassette tape I4-IA on personal/business 
letters before beginning Section 2. See cassette tape 
U-IB on strictly business letters before beginning 
Section 3. Also consult the illustrations and study- 
sheets in this package. You will be referring to 
pages 86-96 in your Brown Text. 



LEARNING PRAGTICBf 

Pick up correct amount of paper before beginning each 
section. This practice will be divided Into three 
section^. Correct errors in all probl^s. 

Section l«»Mejno8 and Personal Notes half sheets) 

Memos in Block Style 

53c, Problem 1, p* 86 (Read tne actual content of this 

memo before typing it. Type 
problem only once*) 

Vihat does b lock style mean? 

Problem 2, p. 8? (Half sheet; ^-sj^ace linej 53) "'top 

Personal Notes 

Problem 1, p* 8 7 --bottom 

Problem 2, p. 89 

$66, p. 89 (Step 1 only. Follow directions and THINKi 
tUlD THESE 5 PROBLEMS UNTIL YOU COKPLSTE ENTIRE PACKAGEI 
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Section 2^-Per3onal/Busine33 Letters (3 full sheets) 
Hare you listened to tape Ii-1A7 
Problem 1, p. 91 

Problfert 2, 91 (Chang^^; the return address to your own 

home return address. See return address 
illustrations in this package. Send 
letter to Dr. Newkirk. What would be 
the correct salutation for this letter?) 



Problem 3, p. 91 (Notice that the correct salutation for 
a letter addressed to a company is 
just Gentxemen NE7SR Dear Gentlemen) 

What does modified block style mean? 

What is mixed punctuation ? 

What is open punctuation ? 

HOLD THESE 3 PRDBLEl-lS UNTIL YOU GOFJLETB ENTIRE PACKAGE! 



Section 3"-3u5ines3 Letters (3 letterheads, 1 onionskin, 

6 small enrelopes) 

Have you listened to tape I4-I3? 

59D, Ptioblem 1, p. 93 

^9T}^ Problem 1, p* 93 (Retype the same letter again but 

tni3 tins use block style . The 
spacir.g between various parts is 
the SBjrse , but where does erery 
line begin in b3ock stylo?) 

Froblen 2, p. 9? (Studj^ rizy to type carb^^n copies in 553, 
u. 7 3 in this pack?.ge,)* 

Wnich side of the carbon paper (glossy or 
dull) is tDvard you crce you have 
inserted your carbon rack in the machine 
and are ready begin typing? 

A carbon pack is composed of what parts? 

^^.s^non you type a px^oblsTi with a carbon 
Cop}', make sure you finish the problem 
conplete!y --f^er you st>art if rossiole* 
It is often difficult to realign the 
original and carbon copy (which you 
cannot even see) at a later date. 
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Section 3 (cont> ) 

Address email envelopes for all letters in Section 2 
and Section 3 (6 envelopes total). 

Study 6IB0 p. 96 including the bottom or 
refer to "Typing Snail Envelopes" in this 
package. 

Place each letter on the right side of 
your desk and address envelope directly 
from typed letters. The envelope address 
should agree vith address{es) in the letter 
in content, style, and spacing. 

For the envelopes in Section 2 you must 
type both the return address and the letter 
address. 

For the envelopes in Section 3 you do not 
need to type a return address dince you typed 
these letters on letterhead stationery and 
would, therefore, have matching envelopes 
with a printed return address. ( A5gume on 
business envelopes that you hars a printed 
retuim address always.) 



TURN IN ALL PROBLEMS IN SECTIONS 1, 2, and 3 1 

(11 problems total plus carbon copy and 6 envelopes) 



TfSt? 

Written or typed. 
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LETTERS 



':)::iTs are two basic letter styles: bloclc--every line begins at left zaargin 

modified block »«'(l) return address (if 

one) and date begin 
at center point 

(2) closing lines begin 
at center point 

There are two kinds of punctuationj open -^no punctuation after salutation 

and no punctuation after compli- 
mentaiy close 

inixed— a colon (;) after salutation and 
a cofTsna (,) after complimentary 
close 



Parts of a business letter in the order that they appear in a letter* 

return address (if no letterhead) 
date 

letter address 

salutation 

body 

complinentary close 

signaciire (in longiand with a pen neyor a pencil) 
typed naiae 

typed official title or position (if one) 

typist initials (also called reference initials) --the first 
letter of the first and last names of the 
typist which appear on a letter in snail 
letters with no periods or spaces* Through- 
out the textbook always use your own typist 
initials regardless of what the initials are 
in the problem. 

enclosure notation --When the body of a letter states something 
is enclosed (or oeing sent in the same 
enrelope with the letter), then an enclosure 
notation should be made two spaces below the 
typist initials. For example, two enclosures 
might be shown as follows: 

(1) ^ Enclosures 

(2) Enclosures 2 

(3) Ev.o, 2 

ih) Enclosures: Check for $528,^ 
List of Salesmen 
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Carbon Coplas 

carbon packt plain sheet or letterhead (sheet with name of company or 

organization, address, phone 
number, top executires, etc. 
already printed at the top) 

carbon paper ( dull side toward you after pack is inserted 
in the typewriter) 

onionskin (a thin paper used for carbon copies • A carbon 
copy is made of Most letters in an office and 
filed. If filed, the carton copy or onionskin 
sheet would norwalily not contain a signature.) 

Carbon Copies t To make one carbcai copy, place a sheet of carbon paper 
(glossy side down) on a thin sheet of paper (onionskin). On top of the 
carbon paper, place the original sheet. After stacking the carbon pack ahd 
while holding the pack firmly. Insert it in the typewriter and turn the 
rtght cylinder knob slowly until the carbon pack U positioned around the 
cylinder. Then operatei the paper release lever td evert the carbon pack at 
the top and to prevent streaks from appearing on the carbon copy due to the 
Carbon paper itself wrinkling. Once you are ready to begin typing^ check to 
make sure the dull side of the carbon paper is now toward youl 

for each additional darbon copy. Just add another sheet of onionskin (bottcaii) 
and andther sheet of carbon paper (top). 

typing and making one carbon copy is known Us Preparing copy in duplioAt# 
(two ccpies— one original and one carbon o dby ). Typing and taaking two 
barbed copies is known As prepirlng copy in triplicate (three bopies'-*one 

'"rigti'^nl zvA tvo c^rbor! copiei^) , etc.. 



Different address lines for usg in either a retumi address or ^ letter address 

1703 Maple Street Route h. Forest Hills 

Sauford, N. C, 27330 Sanford, G. 27330 

P. 0, Box 392 Route h, Box 286 

SanfoH, N. C. 27330 Sanford, C- 27330 

If an address applies to a small com\:n\ij where there are no streets, etc., 
place the name of the town on one lino and the name of the state on the next 
line as follovsr 

Miss Jane Jackson 
Cumnock 

North Carolina 28602 
Tou always need at least three lines for tho letter address. 
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5'c - A.pfi£<L- ^t ne) 



tR»- «Wv»4*. tAl^iKJs >P / atf-tc luJ 2.1? C*d»r- 

Uvi. e<H.jicK, t£ tAt ^<i^., 17UU Roaenont DnlTe 



Director of Adn. iona 
ia^x. tuJd\^. Meredith College 

Raleigh, 0» ..27laO 

idcti^j4-t-t;.t^r»u ^ar Sin ^^"^^'^ a Uo.Kfe 4.pa.cc-w 

As a senior at Sanf ord Central High School, I aa 
interested in applying for admission to Meredith 
College for the 1973-7U term. Flease send me an 
application form plus any Infonnaticn concerning 
^oc^u scholarships and loans that are available* If I 

^ am to attend college in Septemberi I shall need 

some financial assistance • I would eren consider 
a work-study program. 



If a personal interview is required, please notify 
me and specify any additional information I might 
need. 

Q9r^j>UyK0.n±Mu (Lit)s^ n i Sincerely yours, 

t^f^d Kawc- nA^y^^^ Your Typed Name ^^^U, i^jcf^d^ '^{^ ^ 

3g<^i cic >iot 

• mixed punctuation—colon after salutation and comma after complimentary close 

Q open pinctuation"ND punctuation after aalutatlon or after complimentary close 
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To address a small envelope t Type the writer's or sender's return address 
(tf one) in the upper left comer* (You do not have to type a return address 
on an envelope when it is already printed to correspond with matching letter- 
head stationery.) If you must type the return address on an envelope, begin 
on the second line from the top edg^ and the third space trom the left edge . 
Use block style and single space. 

the first line of the letter or envelope address about 2" from the top 
(about vertical center) on line 1^ or 13 . Begin about 2^" from the left 
edge. Use block style and single space ^ no matter how many or how few lines 
are required, 

A ZI? Code number is found in both the return address and the letter address. 
A person's title is found in both the return address and the letter address 
of an envelope. 



Line 2 



Small Envelope 
(Actual Size— 6 1/2" x 3 5/8") 



Miss Karen Jones 
_Kl7Ul4 Rosemont Drive 
^Sanford, N. 0. 27330 



About 
2" 



.A Director of Adi-nissions 
^ Meredith College 
Raleigh, N. C. 271^0 
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Tou !!iay spell in full a state name (California), abbreviate it according to 
the old standard abbreviation (Calif.), or abbreviate it according to its 
2-l9tter ZIP Code abbreviation designated by the U.S. Postal Depar-^sBont 
(CA). The Postal Departaent prefers that ZIP Codes be used with all state 
nases regardless of whether the name is spelled in full or the old standard 
abbreviation is used. ZIP Codes must, however, be used with all new 2 -letter 
abbreviations as CA 75331. 
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UNIT Vi 



SaMMARI FRUJfiCT I 



RATIONALE t This unit will consist of various pi-obloms you should now know 
how to type* Your ability to think, read, and apply your 
knowledge in neatly and accurately typed problems will be of 
utmost importance* 



0BJECTIV2: Upon completion of this unit package, you will have <^ tested" 
your knowledge to type miscellaneous problems to an accuracy 
of 99 percent. 
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LEAKUSJ AJriVIiTt 

There are no individaal task packages for this particular 
unit. Yoo are to secure help from NO ONE > 'lou will not 
be allowed to retype any problem in tnis project. This 
entire pro-^ect counts as a test grade . You will be 
referring to pages 9<3-]lli in your Brown Text, 



Pick up correcT aiTiount of paper before beginning this 
or 0 j e c t * Use tir^teJ col or paper for all problems in 
this project . Tou may no I get any addit^ional paper; 
you nay, however, use tT.^'^ back c^C vour sr-^ets. Correct 
eJTors in all probl'3ir;s* 

{u half shf^ets, ij s.^eets, 2 srall envelopes, 1 

onionskin) 



i^oblen 1, p. llli— Centered Announcement. (Place the 

short side of trds half sheet, 

X S'-g", at the too. Center the 
problem verbically aid center each 
line h^rizo:- cilly.) 

Troblera 3 Hu— Tabulatio ; fron Rough Draft. 

Problem 1, l» y8 — Memo 

Froblen 2, p. 99 — Personal Note 

Proble.n 3, r. 9y — Personal Bi^smess Letter. Do not 

tyx>e a carbon copy. Addres? a 
small envelope. 

ProbL->m li, p. 99 — jusiness Letter. Assume that ^'om 

are usinF lettex\ntTad stationery ^ud 
t'lat you have a printed return iddres? 
on the envelope. Do type a ca"bon 
copy. Address a small envelop-^. 
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oJj, p, liK) i *r.r3, but you should 

h.^ ;e no difficulty IF y:u read 
"nur^^'MX: j.id follow lireotions. 
J.7 ^:'-rro^:t --rrorsi) 



ri'K r* .uL r"'v./LJ-. difierar^ nrofclfcms plus carbon 

co: ar.a 1' envelopes) 
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UNIT VIj 



0^?rLIfJ>JS ANT) TiiRiM FAPilRfl 



RATIOXALEs Guhlines and term papers arc stressed in Tjrping I because eren 
during y<Tiv hi^h schooi .years, you >dll probably Krite one or 
more tern papers. If you type neatly and accurately your short 
thenes and tenn papern, you automatically give your teacher a 
positive attivare toward jyir paper. And in some cases, papers 
nusi: be s::biriittpd TfPKDl If you hire soneone to type a simple 
theme without e-ven footnote?, you can expect to pay 5^0^-60^ 
rainimun. per cage for double -spaced copy. 



OBJECTIVES 

General 

This entire unit is centered around the term j^per including the 
title page> outline , contents with footnotes appearing at the 
botton of tm pages, and bibliography. Strire first to understand 
the forrtat of a tenri papor; then concentrate on the actual 
typing • 

Specific 

Upon completion of trds unit, you will be able zo type: 
1. Outlines (topiv: or sentence) to an accuracy of 97 percent* 
2* Unbound themes with foocnotes to an accVTacy of 95 percent* 
3. Complete left-bound tcm papers to an accuracy of 95*^9'^ 
percent* 
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L£ARNi:.'a ACTIVITY; 



1. 



3. 



I'nit Vl-Iask Package l--C-.itlir.-is 

■Jnit '.l-T^sk r^Ctcige ^--rnbcuid Thexes with footnotes 
"nit Vl-Task Pacii ige } — la-^^-j yj.r:d Tern Papers 



TSSTt 



..'ri ti er. , '.yr-i , j r c -^r.ni.ja :i o- . 
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UNIT Vlt OUTLINES AND rarS'I PAPSiS 
TASK It OUTLINES 

RATIONALEi On the page(s) preceding most bem jmpers, there Is usually an 
outline presenting a brief overall picture of the tem paper. 
Outlines are usually 3hort and relatively simple to tvpe, but 
there are certain i-ules which need tc be' followed* 

0BJECTIV3: Upon conipletion of this ^ask package, you will be able to 

t^^pe outlines (topic nr sentence) to an accuracy of ?7 percent. 
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LSARNIVa ACriVin'; 

3:udy zixe sheet n ''Cuolines' ir. ■^nis ^acka^e. 



LSAR-NTJC raAG?I.£: 



T3ST: 
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rick up Correct '.T-.ouTit jf ::ip3r before beginning tni* 
pack.q.^e, Jcrrjj'. -arr^r^ in all probleTiS. 

(3 r^li s :eits) 



£5:, Itj-J--'^-. 1, 1j2 .Center v-ds proble.Ti verticall 

on a fui: sneet.) 
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Topic Outline : an out>l:ire ^jo^iposod ;>f wcrd c^raf^s. Do not type a 
period at the end of eacn lin^. 

genwcnce Outlin e; an outline vritn 3ich line being an actual sentence 
containing c subject and a pro'licat^ (verb). T:-pe a period at the end 
of each si^atement;. 

1. Follow iirfctioas U*'* ^'ivsn) fo:' tKv r.op mantin of an outline* Other- 
wise, use a ooo rriargin (eliv?) or q l^:-'- top mar^^ln (pica) especially 
if tl.o outline is long. If the outline is fairly snort, you may center 
the entire outline ver vicaJl;/ w. the i:^ee, prefer^blv^ in reading' position* 

2. Side iT^argins are the sane as Tr.oss usR.i for t.i? con'-erts of the tern 
paper. 

3# Do not number zr^e out.lL^:e y^ge. 

h» Center ^:;e r^.ain heaain^ in dl] Cdoi^.ai I'-ift^ers accor-ding to the line of 
of writing if zne outline oari = L-ft-bound tern paper. Then 
triple space, 

5. Doubla spa.-re before and af--r eicn ?. .na:, nvr.err.:. ■.op-.,c sucn as 11^ III^ 
17, ezc. The rem^irc^r-r'^"? the c\i'/l\:^ f.s entirely -in^^-^ spaced, 

6# Use a capital i for 1, e*.::. 

?• Henember: ;',ori^n numerals nist b^- qlign^d or even at the right side as 
!• 
II. 
III. 
IV. 

3. Leave 2^ blank traces ai^Br r':rioi> '.ne end rrdf vlri ^^ns I.^V 
9* Order of outline divisions y\ subdivision's: 

I.//ECC;:OHICr OF AUT:>r;iO:, headin^T^-TN All CAF3) 

A,/-<[nvrstrier.t and n^vijcr-iva ty ,fir-l- ^^cv - ^ radinc---^*?*^'^ Vi^ri%- 
B»//- " Gai:l'ii7-d) 
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hIanV «:nar»ft af.^*r vi trht, r^renthef^is . 
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Vlt OUTUNES AND TSRK FAFEHS 
TASK 2 1 UNBCUifl) TH^IES V/ITH FOOTNOTES 

RATI0NAL3: Let-s begin our atudy of term papers (also called mtnuscripta) 
with slisple^ unbound ones. This really muiB one-page themei 
with one or more footnotes appearing at the bottcaa of the page 
on which the corresponding quote is placed. If you understand 
this package^ ;':u shoidd hers no difficulty whatsoeTer nith 
the left^bound tern r?^er« 

OBJBCTrSIS: Upon conpleticn of tMs task package, you will be able to type 
unbound themes with footnotes to an accuracy of 9S percentt 
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LEARNING ACTIVITyj 
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Irior to beginnirg this section on term papers, be sure 
that ycvi know how to do the follo^ingt (1) aligr^ copy 
(get the paper back in ths machine in correct position 
after a problem has been removed from the typevrlter 
and an error discovered;, and (2) squeeze and spread 
letters* If you do not i:now either of these two itens; 
see your instructor first! 

Secure a -AlS JAUGE SriS^^T fror. your inatructor * You will 
need this sneet to ^^ype all rhenes and tern papers ^Ith 
footnotes. 

Study the sheets on "Unoound Themes with Footnotes -^ on 
.\ . of this package. 

Listen :o Tape 6-1 and take ^^tes as needed. 



rjck cvrf^ct amour/, of par?r before beginning this 
package. Correct errors i". ail problama* 

(6 full sheets) 



690^ p. 1'j7 (Drill) Type oiica 3..1y. 

p. 103 (What is the correct spacing for the contents 
of a tner.f^?) 

70C, p. 109 

71G, p- 110 (Drill) 
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1. Short tnenes and reports are double spaced and typed on 8^ by ?1 inch 
paper. 

2. The margins for an unbound theme are a 1-incti left margin and a 1-inch 
right margin. Thus on an elite machine, margins are 12 end 90 (102 - 12yj 
on a pica niachinei margins are 10 and 75 (85 - 10) • 

3. Paragraphs are indented (usually 5 spaces). 

L. Cn zhe first page of a theme there is a 2-inch top margin for elit« and 
a l^inch top margin for pica. 

5. The :nain neadin? is typed in all capitals on line 13 1 centered horiton- 
^-Jly, ^T'i followed by a triple sf>ace for elitej line 10 for pica. 

6. The bottom T^argiii snould never be less than about 1 inch. 

?:r tne sec.cd and ail fcllowinc F^g^s, allow a top margin of 1 inch. 
Type just the pat^e number on line U at the right margin. Then triple 
space ^.o begin the first line of content on line 7 thus leaving 6 blank 
lir.93 or 1 inch ut the top. 

3. If you begin a new pangraoh on a nage, type at least 2 lines of it 
before continuing on tne next page. You should also carry at least 2 
lines of a paragraph to a new page. Therefore, a 3-line paragraph cannot 
be divided and placed on separate pages. It should all be typed either 
on the first x>5Lge or on tne following page* 

Footnotes 

1. Footnotes are single spaced with a double space between each different 
footnote. 

The first line of each footnote is indented 5 spaces j the following lines 
of the footnote are against the left margin. 

3. Footnotes are usually numbered consecutively (1, 2, 3, etc#) throughout 
the paper. 

h. Superior figures (superscripts) c:re used to identify footrotes. A 

superior figure is type^d ^-5 space above the line of writing by using the 
line finder (also called ratchet release). 

5. A divider line (1*^ incnes long— 18 elite spaces or 1$ pica spacea) is 
used to separate the last line of the reoort from the footnotes. (The 
divider line is preceded by a single space and followed by a double 
space if ther? is a full page of content.) 
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Footnotes (cont Q 

6. Wtien planaii^^g where you should stop typin,^ tlie content on a page and 
be^n typing tae divider liriG, esbimaug s 

6 lines for the 1 inch t;o oe lef- bl^nk at tne bottom of the paije 
3 lines for -oacfi footrrte *:hab rnust appear on the page 
2 lines for thf^ divider lir.o 

11 total 

Thus, if 70U had one footnote to he placed on a full page of content, 
you would stop tvpln the content on about^ line 11, then single space, 
type the divider line^ then double 5p?.v-e and type the footnote. 

If you did not have ^ full page of ^ontent^ you would simply type the 
divider line on" abou*. line 11 accordin.,' to your page gauge sheet* You 
niight, therefore, have c^^-.siderable blark space before the divider 
Hne. You would still double spane after the divider line, however. 

If you had two footnotes to bo placed on a full page of content, you 
would stop typing the center on about line 3I4, etc. For each addi- 
tional footnote, the divider line is raised about 3 lines. 



Ellipsis: Used to irdicar.e omission of words from a quotation j shown by 
three alternating periods and splices (/./•/./), or four alter- 
natinp; periods jind spaces if thp end of a sentence is included 
in the omission (y. A /*/./) An example of an ellipsis in the 
niddle of a sentence follows: 

'fou my leave * . . if you wish. 
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miT Vlf OUTLINES AND T£5lM PAPERS 
TASK 3t LBPr-BOUHD TERM PAFERS 

RATIO NALEi The left bound term paper includir^ title page^ outline ^ 

contents, and bibliography 13 the most cc»nmonly used foimat 
for term papers. You can insert the completed paper in a 
clear plastic lolder, staplt? it, or punch holes in it at the 
left for binding* 

OBJECTIVflt Upon complefcion of this task package, you will be able to type 
complete left-bound tem papers to an accuracy of 9?-97 
percent # 
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L2AHNIHG AC?I?HTi 

Svady the sheets on "Left*3oupd Tern Papers " on pp# li-12 
of this package. 

Listen to Tape 6-2 and take notes as needed. 

lou :!iay refer to Folder 1 in the file cabinet for 
illustrations of coatxleted left-bound tetta papers if 
you wish. 



LEAHNE^rr PRACTICSj 



This learning practice consists of two complete texw 
papers to be typed! lou shoiild ask questions about the 
first paper as yoa type it if you do not understand. 
But on the secc^d terra paper, you are to consult NO ONEl 
Both ters papers will be ccHxnted as tests but the second 
paper will be evaluated more strictly* 



Term I^per I (9 full sheets) 

Type the left-bound tera paper entitled CflX)SlNQ A CAREER 
from pp. 135-133 in Centeiy 21 Typewriting . Tou are also 
to type a title page and a bibliography from p. 189 ♦ 

For the content pages, use these directions* 

2^ top njargin for elite and 1^" top margin for 

pica on first content page 
secoiKi and succeeding pages top margin 1*^ 
IV* l«ft raai^in and 1 inch right margin 
Double spacing 
5-spacs paragraph indentions 
Footnotes typed on sage page with correspoiKiing 

quotes or ideas/ IJirider line and footnotes 

typed to leave only an approximate bottom 

margin of 1^ 
Number the first content page and all following 

pages* 

Center all nain hei^lings in this term paper 
according to the lim of writing* 

95) 



Term Paper I (cgnt Q 

When finished, you are to staple the completed paper 
with three staples down the left margin. Asseable 
in the following ordert title page, contents ^ and 
bibliography. TURN IN FIRST TERM PAPER! 



Most frequent mistakes on term papers : 

1. Not single spacing before and double spacing after 
the divider line on eveiy full page of content* 

2. Not placing peirLods at end of footnotes and 
bibliographical entries. 

3. Not underlining titles of books. 

U. Not numbering pages including bibliography page* 

5. Not assembling final paper in correct ordert 
title page, outline (if one), contents, and 
bibliography. 



Term Paper II ( 6 tinted color sheets ) 

See Term Paper I before you begin this tern paper to 
see what errors you made* Then type the left^bound 
term paper entitled THE CHARACTER OF ADOLF HITI.HI 
from the duplicated sheets in this package. Use the 
same directions as in Tern Paper I. This tern paper 
does contain an outline. Rememberi Xou are to consult 
NO ONE in typing this term paper. TURN IN SECOND TERM 
PAPER I 



fESTt Wiltten, typed, or combination on Packages Iks 15i 1^* 
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1. Thi M::!,? p.;:;-. wJLll o^ntaln ^hn or jour ,:a;^r ^r:^ 

capitaia}' /our liane .is being t;he ^criter :.ie pe-^er^ ^r/^ 
(other irifoma^ion Tiiv tlso be inaludsd: I'or a.<?^':pI-3, ^ns^ -^an^ 
30:iool, th'S n.^nie year instrac:;Qr> cGursG r.^ne ar/w jr rimx^s^. 

oi' vritdnij for z lef t->iC.ind r.errr. pnper. All ir.J:ir*-.;-z. rncul'i 

aeatl/ ":;y'pei ?nd a^i'^.raccivaly irringad* An :ir/is::ra :r .rJK :^ls 

pta,;e ;iij-ht bo =Lrr-n;^':;d follows: 



2V' 



2V» 



.7 -:T:e :f S-uden*: 
Name of fzncol 



2V* 
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GoMte^bs 

Left*bound term papers are double spaced and typed o:i Q\ by 11 inch 
paper. 

2. The mariP^ns for a lef r.^bou nd tern paper are a iVincn left margin ahd 
a l-inch right margin. Thus on an elite machine, majrgins aw 18 and 90 
(102 - 12);^on a pica macidne, tnarcins are iS and /f) (35 - 10) $ You 
allow 3i\ extra h i'^^ch In your left margin for the stapling^ 

Paragraphs are indented (usual^f $ spaces) • 

h> On t^e first i)af-e of a left-bound temi paper there is a 2-inch top 
margin (elite) and a iVi^^ca top fnargin (pica). 

>• The main lisading is centeiod over the line of writing. 

On an elite typewriter, your typed line will begin -^t 18 and go to 90. 

To find the center point of this line, add l8 (left margin) 

•t-90 (right inargin) 

?U elite 

108 Divide 2(15? 

Thus Sh is ycur new center point just when typing left-bound teim papers, 
because your left and right margins are not equal. Your left margin is 
wider tlian your right :r.ar£in. 

On a pica typewriter, your typed line wil3. begin at 1^ and go to 75* 
To findTthe center point of tliis line, add l5 (left margin) 

4^7g (right margin) 

QO Divide 2 193 

Thus hS is your new center point just when typing left-bound terrt papers, 
because your left and right margins are not equal* Your left margin is 
wider than your righb margin. 

6. Headings and Subdivisions 

The main heading is typed in all capitals on line 13 (elite) or lifte 10 
(pica) , centered horizontally according to the line of writing, and 
followed by a triple space. 

Side headings are underlined and typed even irith the left margin* Main 
words are started with a capital letter. These headings htvi i triple 
space before them and a double space after them. 

Paragraph headings are underlined and indented* Usually, only the first 
word is capitalized* 
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t« The bottom margin should never be lf?8S than about 1 inch. 

8* Numbering the first page of content is optional. If you do nwbtr ^ 
first page, however, the page number is typed about inch trm ti» 
bottom on line h at the center of your line of writing. ^ 

9. Short (quoted material is double spaced and typed as a {Art of a part* 
graph. Quotation marks are used if the material is quoted directljTi 
quotation marks are not used if material is simply paraphrased. 

Long quoted material (meaning k or mors lines) shazld be (1) single 
'spaced arid ^2) indented $ spaces from both the left margin and %hB 
right margin • No quotation maizes are used for long quotations. 

10. For the second and all following pages, allow a top margin of 1 inch. 
Type Just the page number on line h at the rigjit margin. Then triple 
space to begin the first line of content on line 7 thus leaving 6 blank 
lines or 1 inch at the top. 

11* If you begin a new paragraph on a page, type at least 2 lines of it 
before continuing on the next page. You should also carry at least 2 
lines of a paragraph to a new page. Therefore, a 3-line paragraph cannot 
be divided and placed on separate pages • It should all be typed either 
on the first page or on the following page. 



( Footnote Examples ^^First References ) 
For information on footnotes, see Unit VI, Task Package 2 (No* 15) i pp- U-?. 



for a book with one author ? 

F. Skinner, Beyond Freedom and Dignity (New Yorkt Alfred A. Knopf, 
1971), p. 125. 

For a book with two authors s 

^Bill H. Smith and Richard L. White, The African High School in the 
1960 >s (2d ed*j McGraw-Hill Book Company, 1972), p. km. 

for a book with three or more authors i (et al. is Latin meaning *^and others'S^ 

^Harold L. Calhoun et al», Contewporary Public Schools (New Toriti Harper 
« Brothers, 1973) # p. 79. 

tor a magaadne or periodical with an author listed t 

^Jerome 3. Bruner, "A Vi^rid Qlimpie of the Future,^ Saturday HtvifW f 
iol. ii2 (January 18, I96U), p. 71. 



1 



For a imgaain^ or periodical with no author Hated t 

5winaginative, Dynamic^ but Questionable/ Saturday Review j Vol* U7 
(June 26| 1970), p. U8. 

For a newspaper article with no author listed t 

^**Elementary Schools in the ;>anfoni-Lee County Unit," Tha 3anf ord 
Herald (November 3i 1973) i p. 

For an ancyclppedla article unslgied t 

7«De¥ey, John," Encyclopoedia Britannlca (1972 ed.), Vol. 5i 288* 

t^r an antholggr t 

^Stephen Crane, ^The Open Boat,'* in Great AweriLcan Short Storiea t 
ad^ by Wsllace and Maiy Stegner (New Torkt Dell i^^bli8hlng Co», Ine«i 19$7) $ 

For a play t 

%lliara Shakespeare, Macbeth , IV, III, Zy$-2lfi. 

(The numbers after tha title of the play are understood to Indies ta 
' Act IV, Scene III, lines 235-21^)0 

For an unsigied pamphlet t 

^°U. S. Department of Education, Qidde for Publlo Ss^hool Eduoatora 
(Vaahlngton, D. C, 1972), p. $. 

For material from one source quoted In another souroe t 

James B. Conant, The American Hii^ School Today , quoted by Frederiole 
Mayar in American BducaUon (Chapel Hilli Ohlverslty of North Carolina Press, 
1970), p. 366. 

For an interview t 

'^^Henzy Kissinger, interviewed by Walter Cronklte (U. 3. Department of 
Foreign Affairs, Washington, D« C«), 10 a#m«i September 1973« 

For a paraonal letter i 

J. Errlii, Jr., U« S. Senator from North Carolinaj» to Raj L. MdMlllan, 
Aafuat 18| 1973« 
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( Footnote Example3**Later References ) 

After the first reference to a pasrblcular source has been statedi later 
references to the source may be shortened as indicated in the following 
examples! 

?or the same work mentioned in the Immediately preceding footnotet 

^^Ibld>, p* 130, 

( ibid , is Latin meaning "in the same book") 

For a work mentioned previously and other works intervenei the author's last 
name and the page number are sufficient asi 

^%inner, p. 180. OR l^Skinner, og. cit., p. 180. 

(o£. cit. is Latin meaning "in the work cited") ^ 

Vse the Latin tenn loo* cit. meaning "in the same place" instead of og* oit« 
when the repeated reference is to the same exact page of a work previously* 
miiAtioned and there have been intervening footnotes. With loc« clt«| use no 
pige numbers. 

^^Skinner, loc# cit. * 

For a woric mentioned already when using more than one work by the same author, 
use a shortened fon» of the title along with the author's last namet 

^^Skinner, Beyond Freedom > p. 180. 
Fbr a book with two authors s 

l^Smith and Vthite^ p, U90. 
Tor a book with three or more authors t 

^^Calhoun ei al., p. 90. 
For a magaslne or periodical with an author listedt 

^^^Bruner, p, 75* 

For a magaslne or periodical with no author listeds (providing no references 
hAve been made to other unlisted articles in this same magasine) 

21 

Saturday Review , p. SO. 

Fdr a newspaper article ^^th no author listedt (providing no references have 
baen made to dther unlisted articles in this same newspaper) 

^^ The Sanford Herald , p. ?• 
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For an encyclopedia article unsi^jied: (providing no references have been made 
to other unlisted articles in this 5?«me encyclopedia) 

^-^En cyclopoedia Brltannica ^ Vol. 5, p. 290 • 

For an anthology: (if referring to the i?ame work in the collection) 

2l4Crane, p. 2S'-% 

^It more than one unsigned selection is taken from the same magazine or 
newspaper, the footnote must be given in full* 
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Bibliagrag h y 

A bibliography is a lisving of all sources (books, magazines, newspapers, 
Damphlets, etc.) used in writing a research or term paper^ It is arranged 
alphabetically according to the first, author's last name. If a source does 
not have a specific author, th^n the source should be alphabetized according 
to the title of the article. 

!• Number the bibliography page in the upper right corner on line This' 
will be the last page of your assembled term paper. 

2. Leave a 2-inch top mar^n (elite) and a iVi^^t^h top margin (pica)* This 
is the same top margin as that of the first page of the contents. 

3» Center according oo the line of writing in all capitals —BIBLIOGRAPHY* 
This is typed on line 13 (elite) or line 10 (pica) and followed by a 
triple space. 

1*. Begin the first line of each entry against the left margin. The second 
and following lines are indented ^ spaces. (This procedure is just 
reversed from the waj'^ the' footnotes are typed.) 

5. Each entiy is single spaced wibh a double space between different 
entries . 

6. Titles of books and magazines are underlined with a continuous under- 
score; articles frorri books and magazines are placed in quotation marks. 

V# If your bibliography* contains more than one book by the very sme author, 
substitute a line followed by a period as the first part of the entry. 
Do this instead of repeating the r«*?mej for example, 

Teale, Edwin Way. The Golden Throng . New York? Dodd, Mead & Ccmipany, 
1971. 

The Gtrange Lives of Familiar Insects . New Yorkt 

Dodd, Head i Company, 19W. 

8. In each bibliographical entry there are usually 3 types of information t 

(1) author(s) 

(2) title, edition 

(3) publication (place, company, copyright date) 

In order to show these 3 divisions more clearly, 2 blank spaces are left 
after periods ending bhese divisions. Notice the spacing separating 
these divisions in the following illustration^ 

Alexander, Carter, and Arvid J. Burke .// How to Locate Educational 

Information and Data » Uth ed.//New York: Bureau of Publications i 
Teachers dollege, Columbia University, 1970* 

•iNHMPor an illustration of a bibliography, see p. 189 in the Brown Text. 
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( Bibliographical Examples ) 

The f olloidng illustrations ai^ arranged alphabetically from the 
footnote tntrisfi found on pp. 6-7 of this package. 

(For « »aga!5ine or periodical with an author listed) 

Bnirier, Jerome S. "A Vivid Glimpse of the Future," Saturday RevieK f Vol. U2 
(January 18, I96I4), pp. 68^7$. 

(For a book with three or more authors) 

Calhoun, Harold L. et al. Contemporary Public Schools . New Yorkt Harper k 
Brothers, 1573. 

(For material fron one source quoted in another source) 

Conant, James B» The American High School Today , quoted by Frederick Mayer 
in American Education . Chanel Hillt Itoiversity of North Carolina Tmsa, 
1970 • 

(For an anthology) 

Crane, Stephen. **The Open Boat,^^ in Great American dhort Stories , ed« by 
Wallace and Mary Stegner. New Yoinct Dell ^ubllsning Co., 1957* 

(por an encyclopedia article unsigned) 

^Dewey, John." Encyclopoedia Brltanni ca (1972 ed.). Vol. S, pp. 285*290. 
(For a newspaper article with no author listed) 

^Elemeotaty Schools in the Sanford-Lee County Unit,'^ The Sanford Herald 
(Notember }, 1973), pp. 

(For a personal letter) 

Srvln, Sart J., Jr., U. S. Senator from North Carolina, to Ray L. McMillan, 
AugUit 18, 1973. 

(For a magazine or periodical with no author listed) 

«<ImaglnatiYe, Dynamic, but Questionable,*' Saturday Review, Vol. h7 (June 26, 
1970), pp. 1*5-50. 

(For an interview) 

kisainger, Henry, interviewed by Walter Cronklte, S. Department of Foreign 
Affairi, Washington, Dt C, 10 a.m., September 5, 1973* 
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if or * play) 

Shakespeare, WUllaro' Macbeth In Complete Works j ed. by Charles Joseph Sisson. 
New lorkt Harper & Row, I960. 

(For a book with one author) 

Skinner, B. F, Beyond, Freedom and Dlgnlt - . .rks Alfred A. Khopfi 1971» 
(For a book with two authors) 

3«ith, Bill H., and Richard L. White. T he American High School in the 1980 's , 
2d ed. New Yorkt McGraw-Hill BooF Company, 1972. 

(For an unsigned pamphlet) 

U. S. Department of Education. Ckiide for Public School Educators . Washington, 
D. C, 1972. 
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(OUTLINE) 



Jirebtionst Center tAs topic outline vertically in reading position. 

Arrange the outline correctly using proper spacing between 
sections. 

Refer bo Unit VI, Task Package 1 (No. lU), p. 3 on outlines* 



THE GHmCTER OF ADOLF HITLER 



I. INTt?ODUGTION 
II. TRAITS 

A. Viclenc'i 

B. Revenee (Personal) 

C. Insecurity 
III. KEYS TO POWER 

A. Luck 

B« Possession of Unusual Qualities 
IV. CONCLUSION 
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THE CHARACTER OF ADOLF HITLER 



When the name of Adolf Hitler is mentioned today, a dark gloomy over- 
shadowing cloud automatically appears in the minds of many people* Most 
people only think of him as a cruel rtithless dictator who brought heartaches 
and destruction to an entire world. Seldom do they stop to question the 
unforseen motives that powered his actions. There is an old saying, ^'There 
is a reason for everything." Hitler had his reasons, but were they important 
enough that a whole nation had to suffer on ai^count of them? 

Three basic traits appeared in and dominated the life of Adolf Hitler. 
These were his belief in violence, his desire for revenge against his enemies i 
dnd his sense of Insecurity. 

Most of Hitler's ideas grew directly from his own personal 
difficulties in getting along with society. His own family was 
of very poor stock, so he persecuted mixed races. His people 
had been mistreated in Austria, so he hated. Austria. Ha was 
rexy poor in his youth, so he hated the rich. He had to live in 
shelters in Vienna which were supported by Jewish charity, so he 
hated the Jews. The Vienna art school said his painting showed 
no talent^ so he persecuted the style of ^painting that was then 
in fashion. He had been a poor student, so he hated well-educated 
people* He did not understand the art of living, so he hated the 
French who knew how to live extremely well. He was uncomfortable 
in the presence of women, so he removed them from public affairs.^ 

As the first ruler of Germany to rise from the people. Hitler exercised 
Complete power* He was a firm believer in force or the threat of force, 
which was the crudest^ b'-' laually the most effective method. Never did he - 
blurt out a secret and m did he let slip an unconsidered word* Eveiything 
MS the result of cold calculation. The Geman people found in him a ruler of 
more than human qualities; a man of genius raised by Providence to lead than 
into the "Promised Land." 

Hitler staked a claim on greatness, but his remarkable powers were com- 
bined with an ugly, shrill egotism. Certainly the Chancellor was no fool. His 
achieremtnts would never have been possible had he not possessed considerable 
intellectual power. Over and over again he used various strategies to seize 
power* Historical greatness meant more to him than the happiness or survival 
of other people. Hitler made many mistakes, but the greatest was probably 
overestimating his own power* 

. Mein Kamph introduced Hitler to the world as a propagandist.^ He was a 
pastaaster at throwing up verbal smoke screens to conceal his intended moves. 
By the image he hljnself created, he became the last victim of his awn propaganda. 
He seised eveiything that was to his advantage by lying, cunning, treachery, 
and unscrupulous means. 
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The Army was the main power that backed Hitler's actions. Dutyboundi 
the Amy did his dirty work in political innocence ••^ Seldom did his generals 
question the reasons and motives for his actions for they feared his power. 

The Third Reich of Gennany found a malicious pleasure in other people •s 
misfortunes or stupidities. Indifferent toward the Suffering of others i he 
lacked all feeling of sympathy, was brutal, intolerant, and callous, and filled 
Hith ccmtempt for the couwon ruin of humanity Pily and mercy he regarded as 
eigne of weakness* The more absorbed he became in his missions, the more 
domplete became his loneliness. He remained lost in a world of inhuman fantasy 
whare ttie only thing that was real or mattered was his own desire* 

What factors contributed to the success of Hitler? Luck and disunity of 
his opponents account for a part of it, but not all. Hitler began with few 
advantages— -a man without a name and without the support of a family, not even 
a citizan of the country he desired to rule. To achieve irtiat he did Hitler 
needed (and possessed) talents out of the ordinary which in sum amounted to a 
political genius, however evil its fmits,-^ 

Tho fact that Hitler's career ended in failure does not detract from its 
uniqueness. The passions which raled his mind were of a mean quality! hatredf 
resentment, the lust to dominate, and where it was not possible to dominate^ 
to destroy. His twelve years of dictatorship were barren of all ideas eave 
one— the further extension of his own power. To prove that men wew governed 
by stupidity! fear, and their baser passions were his uttemost aims. 

Insatiable In his lust for power and living space. Hitler kept Europe in 
constant turmoil* Even after he knew his success had been destroyed, he was 
atill able to prolong war long past the stage of hopelessness. It took the 
Combined efforts of the three most powerful nations in the world to break his 
hold on Earope. 

Hitler's mission from the beginning was to destroy the liberal bourgeois 
order that had once rejected him. In this mission he never ceased to believe | 
and in this the most deeply felt of his purposes, he did not fail. Europe 
may rise again, but the year of Hitler's War has gone forever—and the last 
figure in its history is that of Adolf Hitler, the architect of its ruin. "If 
you seek his monument, look around. 
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(R)OTNOTES) 

l"Hitler, Adolf," The World Book Bncyclopedia (1955 ed.) , Vol. 8, p. 3l437. 
^Ibid., p. 3U35. 

3s. A. '-larshall, "A New P -spectiv? on World War II," Saturday Review 
(May 13, 1957), p. 2k. 

^Alan Bullock, Hitler- -A Study In Tyranny (New Torkt Harper tt Brothers, 
1952), p. 361. 

^Itaid., p. 735. 

^Ibld. , p. 733. 
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UNIT VII t NIMBER RULES AliD OArlf AUZAHOS 



RATIONALE: Number rales and capitaliz-iTsicn rules ars i^ccr^am^t. 

in typings but also in all wrtt^an o^qobLzx^jh^, k cM^r^r^ 
knowledge of number rales will pr^v^nt j-^r- ^es^iirig: 
spell out or use a figure* Tetj correcr:: cajxL»I±m^^2ii h:^ -^r^x. 
more essential because yc^i simpij iisis^ spply t^pi»3i:w^^^ ^gw^ 
often. Many of the capltalisatioir rules ^entiairai zir ^M-m msLx 
you have known and used for ysars: otnsrs s^^msd^ ^^p^ 

in your mind. In any cass^ stu<^* lo m^^r ^IZ ^ 'r^^ ^m^i 

OBJSCTlVEt Upon completion of :;his ani:^ package, 70U *iIJl ^ ^^iy 

number and capitalisation rales aorrscr^ly ±n 16 outr <t£ St 
sentences* 
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There are no individuol task packages in this particular 
unit. This unit la diTlded into two sec tions--(l) 
numberv*? and (2) capitalization* 

gecoio'n 1 ( Vumb ers ) 

On p. h of thlo pack::ge >oa will xind ei^^ht number rules • 
.^ach rale is t^iven and below the r«;i9 you will find a 
corrects ^^i.ic.cx: iiluslrating the r^Cie* 3t.udj this rales 
shee^. a0 you list-er bo cassette j 7 1 on all your 
number rules* Take n^tf-s ^is n^^crlc'). Then rype Learning 
Practice 1, 

Section 2 (Capitalir.ation ) 

On pp. 5-6 of this package v'ou wil"^ ^irl lU capitalization 
rules. Each rale is giver: r^?'id .cj - ' } rvTif you %i.ll 
find a correct. sen:;ence illustraJ.! ^ -^'j'.- >V'dy 

these ril'^s as you listen to c^^-^"- ^"^y^ ^-^ k-^' ^^^^ 
your capitalizatio;": rules* J^M^. ^ >^ <: '-'^T^d, "r-^r 
type Learning Practice 2, 

LEAKNING PRACTICE t (3 full sheets) 

Section 1 (Hiunber s) 

Type sentences on pp. 118 and 111? ' o^o Tex''., 

Directions t iV' ^cp rnargin and i^e n;,^-r he^^ding 
Use a 7U -space line, 
^ Number sentences as 1*^./Ke 
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T3STJ 



CJse but DS before each different rule. 
Type the LSA.1N sentence as shcwnj it is 
correct* 

Then type APPLY s^3nr,enoe using the rule 
being stressed. 



Section 2 (Capitalisation ) 

Type sentences in 79D, p. 122, 80G, p, 123^ and 6LS^ 
p. 125 of Brown Text. 

Dii-ections: Sar:e as for nur^ber sentiences, See also 
76D, p, 118 • Seisin caritalisation series 
on a clean sheet* Continue on ^^jtie pt^e': 
vntil full leaviiig a 1" bottom r.arrfji* 
Start second sheet using ra'es for second 
page of a tern paper. 



(Make sure ttiat y^^u see your sentenc-as ai^^er checked by 
ins tractor* Dj t'^as befor e taking unit test.) 



V/ritten, typad^ or conbi lation. 
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NUMBER RULES 



1* Spell in full numbers from one to ten -- unless these ntunbera are uaed with 
nuKbera abore ten# 

Sue baked ten pies and six cakes for the picnic* 

Jean baked ih cupcakes, -K) pies, and 6 cakes for the picnic* 

2. Always sp-ell out a number when it is the first word in a sentencs althou.^h 
there may be figures used later in the saine sentence. 

Eighteen of us attended the conrention this week and 27 plaii to attend 
next week, 

3* If two numbers are used together, spell out the one thai is shorter vhvr i 
spelled out* 

Mr. Sigl'.^s ordered 2 J tseventy-potuid bags of cement for the Ari^^BV^r/^ 

U* If one fraction occurs alone in a sentence, spell it out in word form* 
Howerer, if more than one fraction occurs, type all of ihe fr?^.ctior * i^- 
figure form- 

Barbara finished one third of her typing assignment* 

Mark bought 1/h lb. of cheese, 2/3 lb of beef, and 3/h lb of butter nt the 
store. 

5» If a noun appears before a nuwber, type the nuJiber fnllcrr^--''.' th^, n^'-.r 
a figure. 

For jour assignment tomorrow. Memorize Chapter 13 j ^'^rr .graphs nni 

69 Measures including weights and dL^.enslons are wrn* 'j. ; ^ - 

Jin is 5^11^^" iiall and weighs lQ$ lbs* 

?• Use the percent sign (%) when jnaking a reference to «n ^a'^t% 0^ a i^^Iinii,^ 
figure. Use the word percent (spelled) when makinj^ & ref*reno<e V r-- 
approxi^nate percentage. 

The interest rate on loans is currently 

Alaost hp percent of the class was on a field trip todej 

8« Spell names of streets ten and under. All house numbers at^ in fi^ix^^^ 
except house number One which is spelled out* 

Jim llrea at 32k Eighth Streeti Mike lives at One 2Uth Streets 



ERLC 



118 



Ti-vn 



5 



ERLC 



CAPITALIZATION RULES 



!• Capitalise the first word of erexy sentence and the first Mord of erery 
dlreet quote if it begins a complete sentence* 

She sald^ ^AAythlng vorth doing is worth doing ¥ell«^ 

2. Do noi^ eapiialifte parts or segments of quotations* 

Some people take racatlonion the '^see now, pay later*^ plan* 

3« If a direct quotation is broken In the middle, do not capitalise ths 
first vord in the second part of the quote* 

•We can go to the game," Carol said, "if you will drlre**^ 

U* Capitalize the first word following a colon if it begins a complete 
statement* 

That is M3P8, Carter major concern i Will they arrire in tine? 

5?* Caixltalise the first word and the last word in titles of books, maga^^lne^. 
newspapers, articles, headings, and plays* Also capitalise all other words 
between the first and last words in a title except short words of four or 
fewer letters that are used as conjunctions (and, but, so^ «tc*), preposi-- 
tlons (in, wlthi to^ of, etc*) and articles (a, an, the)* 

Hare you read the book entitled On the Road with Walter Cronklti! ? 

6* Capitalise an official title only If It comes directly befc^e a speoifi 
name* When a title is used elsewhere, do not capitalise unless it ^ 
title of high distinction as Richard M* Nixon Is President of the rr^^-,-^^* 
States. 

SteTi King was appointed manager for our district by Vlce-Preslder^' ^^:<'' 

7» If a business or professional title does not cone before a specif io mz(^. 
do not capitalise It* 

I wonder If the doctor has diagnosed the case yet* 

8* Capitalize all proper nouns and words that are derlred from then* 

In ^y opinion I the works of American writers are more interesting fv. 
those of European writers* 

jf. Capitalise the days of the week, months of the year, holidays^ and special 
historic stents and periods* 

On Tuesday afternoon we shall attend the parade celebrating the Fourth of 
July« 

lis 
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10. Seasons of the yea*' ar« usually not capitalizedt Hoirevar, if the seanor.3 
are personified (giren the oharacterlstics of a hujoan being as they oti^n 
are in poetry), then they should be capitalized. 

In ulnter the temperatures are quite low* 

What a lorely si^t Winter beheld as she opened her eyes to the wnd 
her Magnificent snov^laden gonn. 

11« Capitalize the names of x^gions and locations in the country. The vonid 
north, east, south, and vest are not capitalised if they indicate 
direction* Hoverer, if these four words specify a region of the eountrj^ 
they are capitalized* 

We vera drirLng vest on Hill Drire iriien the accident occurared* 
We are planning a trip to the Wast next sumner* 

12. Capitalize the name of a specific road, street, avenue, company^ ete« 

We are morlng to a nev hone on Pine Valley Road near Weetvood Manufacturing 
Conpany. 

13. Capitalise the name of a specific club, organization, frateraity^ buildj^ng^ 
ete. 

Lisa belongs to the Tri^Hi-Y, Student Council, and Drama Club in cor 
school. 

m« If a noun coacs befors a figure, usually capitalize it. Common words 
•ueh as line, sentence ^ page, etc. m^y be typed vithout a capitals 

Our reading assignment la Ohapter 12, pages li6-70. 
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mUT VIII: BUSINESS LETTERS 



RATIONALE: Loiters are the rltal correspondence of the bualness world* 
Many of you will actually type business letters. lou nay 
type business letters for a ciric organization or for an 
OTployer during part- time or full-time eroploy»ent« To an 
employer, howeTer, a business letter is expensitet The 
cost of an arerage length business letter in 1970 was approxi* 
nately $3«05* Thus^ we see that speed is important; but 
accuracy is equally important because the letter itself 
gires a good impression or a poor impression of the sender, 
his coinpai^, or his organization* Which impression will 
your letters convey? 



OBJECTIVE: General 

\Spon ccmpl^^-on of this unit, you will be able to type letters 
oonfidenui;/^ and competently in modified block and block style « 

Specific 

Upon cnoqpletlon of this onit^ you will be able tot 

1« Arrange modified block sl^le letters acceptably through 

Judgment placement and type with an accuracy of 98 pezH^ent 

on a production basis. 
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2. Arrange block styles letters acceptably through 
judg)^ient placeroent and type wiMi an accuracy of 
98 percent on a production basis. 

LEARNINQ ACTIVITY! 

!• -unit VIII -Task Package l--Modified Block Style 

Letters 

2. Unit VIII -Task Package 2— Block Style Letters 

You are to assume in all problems that you are using 
letterhead stationery with matching envelopes* 

TESIt 

Typed from unarranged copy« 
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UNIT mU BUSINESS LETTERS 

TASK It MODIFIED BLOCK STYLE LETTERS 

lUTIONALSi The modified block style letter is soBet^^hat more poplar than 
the block style letter • It tends to preserit a more bitlanoed 
appearance on the page and gires the reader the litpresslon 
that the sender has taken more care in prep^^ring It* 

OBJECTlVSi I^on ccmpletion of this task package, you will be able feo 

arrange modified block style letters accoptabljf tiirough j^g- 
ment placement and type with an accuracy of 98 percent on a 
production basis « 
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LEARNING ACTIVITYt 



LEARNINO PRACTICES 



listen to cassetce Tape S-la cj'^errlng buslne(3» let- 
tera, study p, ILU of the Browi l^y't (sspoclalljr the 
chart), and read the letter lrf->- .^fci"-! on pp. 3-U of 
thii package. 
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Pick up correct ano^^nt of papier H^frre •'^-H.r^ilng fchis 
package. Correct errors all rcr l^Or 

(6 full shec^os-*^.^ envrAop^B required for these l^^tt^r^) 



9UD, Problem 1, p^. Ia6 (Corrieet Brrorsl) 
Problem 1, p, IhS 

Page 5 of this package (Arrange 3 acript lctl;er 
datertnirjing your cr-m ^ % ^^^--^^ tha li^ne 
on wbich to b-^jjrn. T^^ >nijtber o/ vorda in 
tlit! body is not gi-mn. Just Gstiiaate and 
judgifiernt place'' Is ^: ^ " .iU^r 



have finished-) 
96c, p. Ih9 (TxJ)^^ yoirs-:? 



"6 ^ r i 



Get cj?,ssett.e 'iaj'^ ^ .''r t^^' < ^, - , 0 



J Til* 



TURN IN ALL PROBLEMS! (5^ probler.n) 
TEST I None* 
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I 

LETTER PLACEHSNT 



Business letters are rsually typed on by 31" Ictterhearl *wi -aon^^.'t 
Veiy short letters are often typed on half sheet lettarh^ads vioh '>l'::' 
short side or the long side at the top. 

Business letters are considered short, averags*, or "^ong d^^pendir^-^ ^v'}on 
the number of words in the body of the letter. Most letters are f^rerr^ste In 
length (IC to 300 words in the body). 

The line on which the date is typed also raries d»=^p>raiug jpoi. '^h^- 
length of the body. For a short letter^ you begin the dat^ lower on 
pagej for a long letter, you begin the date higher on the page. I'hs date 
line raries from 20 for an. extremely short letter to lln^3 12 Tor tha Icnyef^t 
letter. 

In an office a secretary does not know the number of voixis in the body 
of a letter. She Just uses her own judgment to place letter acoep^^bly 
on th* page so that it looks attractive. 

Following is a table you might find useful in tj^^ing husinec« lettts^rss 



Table 

>largiTi£-'^ 

Length Elite He-:. 

Short"2w side margins 214^8^ 20 « ?0 

(l^ to 100 words) 
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Arerage—lV side margins 18 - 8? 15 - 
(101 to 300 vorda) 

Long"l" fide margins 12 - 05 10 •• 

(More than 3OO words) 

»FiTe spaces Is added to the right margin to allow fcr t.iiy rins asg ■■£,th€- hell. 
Thrcnr your carriage shortly after the bell rings. 
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iMtisr Addr608i 



Salutation I 



MI3CELIANBDUS LETTER INFORMATION 



Psrsonntl Manager 
Sears Roelmck CcHsj^ny 
1872 Garden Arenue 
GrMnsboro, N. C. 27U12 

Dear Sir 

(Correct salutation for a 
latter addressed to an individual 
whose actual name you do not know, 
Tou only know his official title.) 



aTha salutation Dear Sirs is nerer correct* 



Sears Roebuck Coapany 
1872 Garden Arenua 
Greensboro, N# 27lil2 



Qentleaen 

(Correct salutation for 
a letter addressed 
strictly to a cospany^) 



A personnel manager in a company is the individual who interrlsva, gives place* 
»ent tests (if any), and recoreasnds hiring new eraployees. 



An official title (if one) aay be placed on the s&^e line with the typed naise 
or it isay be placed on the next line directly underneath the typed naae» The 
length of the typed nvae and the length of the official title determine its 
placsMiit. This is true in both a letter address and in closing lines. Ifee 
a coma between the nana and the title only when tte na^ and the title appear 
on the eaae line* 



Letter ikldresss 



Mr. Pete Hill, Manager 
Robinson Furniture Co. 
510 Ifestwood Avenue 
Greensboro, C. 27U12 



Closing Lines t Sincerely yours 



Hr. Patrick Kaxilton 
Edstrict Manager 
Robinson r^^miture Co. 
510 K'3?!tvcO'i Aronue 
Greer sbcro, N. 27lil2 



:icerely yours 



Carl Ross, Engineer 



Kennetn Patterson 
District Engineer 
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Ur^otlonst Use Modified block style; mixed punctuation. 



128 



TI-VIII-2 



\Stm Vlllt BUSINESS LSTTEPJ 
TASK 2 1 BLOCK STfLS LErrSHS 

HATIONALEt The block style letter "cLth oveu punc-uar^^jn ^s^s^t mxt 

qaickest style letDer zo t;.'pe^ Sv^ei^ 5:^ 
margin. The spacing be^e^n various :ar^'3. 'io^^^k^, ^i*::^ 
the same as i*or mcdifiw block »-,yla. 



OBJfiCTIVSj Upon complet-ion of ^.nis "asK packc^^te, ^cu -^'ill to- 
arrange block s^yle le^.tars ^cc^.c::aoX/ -ru^ju^n ;nu^^ii 
and type with an aocurac^. ::r p^r-j^n- i ^rrr^uc^^rr 



t2» 
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LEARNIKS ACTlVIXyj 

Study the letter placement charts on p, Ihh cf the Brown 
Text and p. 3 of the preceding package. Review block 
style letters on p» 156 of the lio\'-\ Text. 



LEARNING PRACTICE: 

Pick up correct amount of papf?r before beginning this 
packatje, Oorr-'^ct errors in all problems* 

(5 full sheets--no envelopes required for these letters) 



1010, Problen 1, p* 155 ( Correct errors th» first timet) 
103C, Problem 2, p, 159 

Page 3 of this package (Arrange this script letter in 
block style determining your own margins and 
the line on which to begin • The number of 
words in the body Is not given* Just estimate 
and judgment place^* 'this letter* Your lettt-r 
should appear "framed*' on the j^ge when you 
have finished.) 

Get cassette Tape 8-2 for production typirsg of I'^liO^ p, I60t 
Meke suro you have Ina^t 30 ndnuh-?^ r^m^lnlng 
in the class period before '-'^i^innirp: pro- 
duction tf.pe» C-'^rrec '^r/ -* - ' 

IK ALL PROBIEMS! {h- prob^ 



TBSTi 

Typed frorr. unarr^ng ed ccpy on rr^odlfi^d llock t'^r-""' VI rV 
style letters • 
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SiMOtionil tJif block stylej open punctuation. 



<^yu.*'^<A^, Tf.C. mix 



7U ^^JUIjU^ /f/dJ^/^^ 4^^' 
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ONIT IX I TABULATION 

RATIONALES The tabulation problems in this unit are mor^ difficult than 
those typed previously^ Hence, they should present a greater 
challenge for you« If you think through the procedure for 
setting up tabulation problems , you wiH have no trouble* fiy 
listening to the cassette tapesi you will be fos'ewanied of 
most pitfalls you might encounter* 

OBJECTlVKi UJpon completion of this unit package, you will be able to 

type complex, unarranged tabulation problems with an aecttrtoy 
of 9?*97 percent. 
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LEAIUflNG ACTIVITY! 



There nre no individual task packages for this particular 
unit* Read and study carefully 106G^ p. l62 in the Brovn 
Text, If you wishs you may also review the study sheets 
in Package 10 on tabulation. As you type the problems in 
this unit, you should consult the follovdng cassette tapes* 
5-1 while t;v^ing Section 1 on tabulation 
9-2 whi3e typing Section 2 on tabulation 
You will ba referring to pages 162-17? in the Brown Text* 



Pick up correct amount of paper before beginning each 
section* Correct errors in all problems. 

Section 1- -Tabulation (3 h?lf sheets , 2 full sheets) 
Listen to cassett e Tape 9-1 while typing these problems. 
107C, Problem 1, p. 36U 

lOTC, Problem 2, p. 16U (How many lines are there available 



108c, Problrjn 1, p* 16^ at bottoin (gtttdy Drill 1 only , 108B, 



109C, PixWem 1, p» 168 (Omit last instruction. Place 



LEARNING PRACTICE* 



on a ^lalf sheet inserted with the 
short sid^j -it the top? The sheet 
is wide \y 3opg.) 



p* 165 i*irst,) 



6 spaces between longest items of 

each column*) 



109C, Problem p. 



168 



TURN IN SECTION 1! 



(? problems) 
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Section 2->-TabuLition (1 half sheet, h full sheetf) 
Li sten to casset tv? Tape 9-^ wMle typing tiaese probliane* 
lllC, Problem 1, p. 170 
112D, Problem 1, p. 171 

112D, Probaem 3i ?• 172 (Place 8 spaces between longest 

items of each column.) 

113C, Problem 1, p* 173 
113C, Problem 2, p. 173 

TURN IN SECTION 2! (5 problems) 

Make sure you see your tabulation problems after checked 
by instructor* Do this before taking unit test!) 

TEST I 

Typed on tabulation infomation in pages 162-177 in the 
Brown Text* The information will not be arrfttiged go be 
sure you know correct spacing in the opening lines and 
special inforaation on spacing near the end of certain 
problems. Start this test at the very beginning of the 
class period; it will require the entire period! 
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Uliir Xi PUWCTOATIQM — " : * 

!lAnoNALfii One of the greatest weakness in Siiglish grammsir is punctuation* 
Although you began the study of punctiuation in the graimnar 
grades, it still requires attention, i'ou must use punctuation 
in writing your own themes^ letters, etc* And with certain 
professional oa2*eerf^ ( sec re tu i^x al^ for example), the correct 
use of punctuation is a murjti Punctuation is a topic which is 
not as interesting perhaps as some bat one which you definitely 
need to learn for your own enrichment. Many students will find 
this package to be the most difficult one they Will encounter in 
Typing I. If you tackle this unit slowly with determination and 
concentration, you will conquer it! 

OBJBCTIVEt Upon completion of this unit package, you will be able to apply 
punctuation rules correctly in 20 out of 2< sentences* 
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LBARNINJ ACTIVIiij 

There ni'e v.o f ndlvidual task packages for this particular 
unit. This uiit is di-'/ided into four sectionst 



'Jec uion 




. Sentence Nos. 


I^ge Nos« 


n 


10-1 


1- 5 
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6- 9 


129 


2 


10-2 


10-15 


131 






16-20 


132 


3 


10- : 




13k 






2 7-30 


13$ 


h . 


ID-ij 


31-33 
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3li-36 


138 


Listen to 


'•he pronr-r 


cissette taper? and take 


notes as 


need id hv 




the srnt^3ncef? in each of 


the four 



sectLona. On pp. 3-7 of this package you will find all 
36 punctuation rales pluG additional illustrations. 
Listei: to '''ape 10" 1 J type sentences 1-9 > listen to Tape 
]0-2, type sentences 10-20, etc. 



LEAR14INQ PRACTICiSs 

(3 full sheets) 

Directions f Type LEARI^ and APPLY sentences mentioned 
above f rom Irown Texbc Use same instruc- 
tions as yoa did for the number and 
capitalization rules. Refer to 76D, p. 118 
f''>r details, \'cte at the beginning of each 
p-ige in the text whether or not to begin on 
a new sheet* 



TUSN FjMGTUATlu:! SENT53^GE3! 

(Make sure that you see your sentences after checked by 
instructor. Do this before taking unit test*) 



TBSTt 

i-J^r^ Written, typed, or . cmbinaticn. 
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PUNCTUATION RUIES 



1» COMMAt Use a conwa followln^i (a) clauses, phrases, or i^ords that are 
introductory, and (b) words in a series with a conjunction. 

If he lea-res work early, he will stop hy the bakery, the drug8tor«i and 
the grocery store. 

2. ' COMMAt Uee a coma to set off a short, direct quotation* 

Mary Jones said, "I volunteer to be chairwan of the cotroilttee*" 

3, COMMAt Use the comma to set off (a) words in apposition (worts whith 

corae together and refer to the same person, thing, or idet)| and, 
(b) words of direct address • 

•napposltiTB T ^ , ' „ „ ^PZfir'* 

Mr. Seagrares, our principal, is a.ttending a conference. No, Mr. aiatnj 

Mr. Ho»^ard is not attending the conference. 

U« COMMAt Use the cwma to set off nonrestrictive clauses (not necessaiy to 
weaning of sentence) • Do not use coronas to set off restrlctire 
clauses (necessary to meaning of sentence). 

This book, wliich is one of my favorites, is no longer in print, 
(nonrestrlctire— clause not necessary— use cotmuas) 

All members who cannot attend the meeting should raise their hands* 
(restrictlTe— clause necessary--do not use commas) 

COMMAi Use a comma between the day and the year and the city and the 

state. When infcmation follows a city and state or date (includ- 
ing the year) appearing vitbin a sentence , placv; a comna after 
the state or year. 

We shall depart for Atlanta, Georgia, on Wednesday, April 16, 197-> &t 
2 p.n« 

6. OOMMAi Use a comma to separate two or more adjectives when they come 

before a noun and are of the same rank. Hint: If you can Insert 
the word "and" between the adjectives and the meaning is unehanged| 
use the comma. 

Sally sang in a clear, melodic voice* 

7» COMMAt Use a conwa to separate (a) two unrelated figures ttiat come 

together and (b) numbers into units of three digits each except 
for year, page, telephone, room, policy, and serial numbers. 
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In 1969, Hi bi-.ildlngs were insured under rolicy 1^0-23701. 
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8. EXCLAMATION MARKi Use an exclamation mark after exciting inter Jed tions 

and after sentences or phrases that express strong 
emotion and excitement. 

WhowJ See that sunl This is going to be a beautiful day I 

QUESTION MARK I Use a question mark after a statement that is a direct 
question with a definite response expected. Use a^ 
period, however, after a polite request (often with the 
words ^'please" and "may" included). 

When do you pla \ to call? Please let us hear from you soon. 

10. DASHs Use a dash (a) to emphasize, (b) to indicate a complete change of 
thought, or (c) to separate a direct quotation from an author or 
reference which follows it. 

We are leaving next week— or at least I think so--for a month's vacation* 
'*Qive me liberty, or give me death. "-^Patrick Henry. 

il» OOLONs Use a colon to introduce a listing. Note: Never use a colon 
after a linking verb as is, are, was, were, seem , feel, etc* 

Robert purchased the following at the store: a shirt, slacks, and a 
belt. 

12 # CX)IflNj Use a colon to introduce a question or a long direct quotation. 

The question still remains unresolved: Is a checkup more than once a 
year warranted? 

13* COLONt Use a color between hours and minutes in time* Note i With 
a.m. ar>^ p , always use figures. With clock , use either 
figures or words as four o'clock or J4 o'clock. 

The flight will arrive promptly at Ut30 p.m. 

HTPIffiNt Use a hyphen for compound numbers between twenty-one and 
ninety-nine. 

Isn't Mrs. Cook's mother alr.iost eighty-two years old? 

i$» HYPHEHt Use a h;';-hen between compound adjectives that come before a 
noun they modify. 

Ernest Hemingway is a well-known author. 

If an expression normally hyphenated follows b noun, it is not 
hyphenated. 

Ernest Heminway, as an author, is well known. 
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16# HYPHSNt Sereral compound expressions raving the same root are hyphenated* 

All three*> four-, and seyen-pound packages will be shipped first • 

17., PARENTHESESf Use parentheses aro'^r.d parer.tr^tdcal or explanatory 

material and added info-aation# Note t The period goes 
inside the parentheses only if the entire sentence is 
parenthetical, as (See Map 2.) 

If only part of tl^ statement is parenthetical, the period 
goes outside the parentheses, as 

He worked extr^ly hard completing the prcjec*. (especially the mips) • 

18 • PARENT HESESi Use parentheses around letters or firares used to stress 

enumerated itans* 

These are the factors to be considered: (1) his qualifications! (2) 
his experience, and (3) his recjmiendation«« 

19« PARSITHESESf Use parentheses arciird figures follc^ng anounts stated 

as words for addi^.ional emphasis and clarity* Parentheses 
appear frequently in legal docu!!:ents* 

The lessee agrees to pay one thousand dollars ($1,000) rental per month 
for six (6) years for the Rockwell Building located at 802 Rock Drire# 

20 • UNDBRLINEj Use the underline to indicate titles of books, magSEines, 
and newspapers. Such titles may also be typed in AIX CAPS 
without underlining. 

The new book entitled The Pdver to Fickle Beach by Doris Betts was 
recently reviewed In The Sanf ord Heral3^ 

21* ONBERLINBt Use the underline (or quotation narks) to esnpb^sise or call 
attention to special plu*ases or words « 

The best way to acfdeve is to tr;v; to achiave. 

22* QUOTATION MARKS: Use quotation ^narks sroi. J direct quot^'xidons* Note: 

When the question mark applies to the entire srotence, 
it goes outside the quotation mark5# 

statement / question 
(a) Mary asked, ^^Is Bob going?" 

(Only the direct quotation is a question in thi.^ sentence, so 
the question mark goes before zhe quotatic'n marks. In all 
other cases, the question mark goes after the quotation marks 
as illustrated in Steps b and c#) 

uestlon / statemeni 



question / spatemen^ 
(b) Did Mary say, »^ob is goings' ? 

J \:ie8tion / . question 
. Mary say, *'Is Bob going*' T 
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23. QUOTATION MARKSi Use quotation ntarks around titles of articles, plays, 

poems, lecture?, mottoaa, ani often slang expresdiona. 

Mr. LangTil*8 speech on **The Environment in 2000'^ was dynamic and 
though t-proToking • 

2li« QODTATIDN MARKSt Special words and phrases ar^ enclosed with quotations 

for emphasis » 

Mr. Vincent's "get-up-and-go^* attitude has impressed all the empl(»yte8» 

2$. QtlOTATION MARKSj Use single quotation marks (the apostrophe) for ft 

quote vithin a quote, {One person is saying what 
someone elee has s^id.) 

Rachel said, ^1 asked Miss Jones to play the piano for us, but she 
replied, 'I am too busy.'^' 

26. SMCOLONi A semicolon goes between two complete independent clauses 

when a conjuncMor not used* 

Marilyn looks familiar; I wond-':r if she is Mrs- Baker *s daughter* 

27. SEMICOLDNt A semicolon separates two independent clauses If they are 

connected with a conjunctive adverb as therefore , however , 
moreorer , never uheless ^ consequently ^ tl ms , yet, etc. 

It was too latei therefore, we did not stop to aee them. 

28. SEMICOLONt Use a semicolon to sepamoe different groups of information 

(particularly if conmas are included; that are introduced 
with a colon* 

We elected the following people to ser^e a? officers for 1973-*7iii 

Lis Stack, prssidentj Martha Galigan^ rice-preaidsnti and Judy Mctean, 

secretary* treasurer. 

29» SEMICOLONi Semicolons and colons go af jer (outaide^ the quotation 
naaics. 

That remaric is **all we need"} it is timi? to go* 

30. APOSTROPHEr The<)C8trophe mny be nsed as a symbol to T«ean ^T^^^j^ in 
measurements or 'mnutes^* in time. Ths quctaticn viarks 
may be used as a syi*]bol for ''inches'^ in measure-merits or 
^^eeconds** in tini^p 

MTi Cox'a carpentry student measiarei that 7'6" x i?'* board in fc*l^^*, 

31» APOSTROPHE! The apostrophe indicaiies an omission of lettefa or figures 
as in contractions* 

That is a ♦ 71 Ford, isn't it? 
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32 • APOSTROPHE f Use an apoaTirQpha and $ yo ruaks *.n?5 -jIsxt*^ jrr^s:^, 

figures, and words, 

Susan recelTsd four B*s on her rspcrt: cairi* 

33 • APOSTROPHE I Add an apoa-orophe and 3 (a; zo ^ase a id-iguloz" ivmn filw 

poss8?*?'^cn as zhe aog^a food, and '2 1 ?i:ur%l 

noun vi.iich does nc% and in s shew pcs^sssd^n ^ ^i^Lli^r 
toys. 

Singular Singular PcssessiTe Plural ?lur^ 

(regular hoy boy's beys 

noun) 

(irregular man man's men -^tr t 

noun) 

3l|« APOSTRDPHSj Add an apcsorcphe and 3 zo a proper naae .^nti^ c:-^^!^K'jr 
that ends m s to show possession as 

Tne tickets can be purchasei fr'3n Hoss'5 3cn^ 

35» APOSTROPHEt Add only an apes creche {3.} %fzer ::>ir%L -icun^ tx^i 

regularly end in s as siraden^s i9SK3, md s-f^ ^ 
proper name of tyo or mere syllaolas fnus j 

as Jesus ^ disciples. 

Bob WilliMis^ house is curr^n:^!;/ being paint^ m zm masrz^t. 

36 • APOSTROPHEt If something is owied joi.-iwIv by ^»^r^ -J^r^un^.,, 

apostrophe only gees iiitih zh^ lasc icfia » 
secretary and treasurer's r^pcr^^ x^m^ r^pcrn^ . 

If something is owned separai^al:^ by rso mjr*r im^^m^ , 
the apostrophe goes 'mtzh each icuns 3^? 

secretary's and treasurer 3 repcr^.s z-^q Tnp-^r^v^. 

Sart^s «nd Mae^s absences irore recorded in Miss 5i2^-.n jnd fcr«^ € 

(separate po&session) :<^i-':" ^m^^^z.:^^ rlm^*. 

Brannon and Clark's store {one s^cr« ^nined jo^^:^ 

Brannon and Clarkjs stores (-^wc or mere s^cr^s ^wneu -0^.1^1:7^ 

Brannon ^b^ and Gla«ia stores (inro stores 3wned separ^ -is-l:r'*-^ni* 

owned by ?!r, Brannon im f -^ir^r n^ruMi 

by Mr, Clark; 

9ister-in-lawj£ book (one bock bel.^nging -c my i::jf-.^.r*i:i-^^; 
sister-in-law 'a books (two or more bocks :jeiong::j:g zo ly 
books of wy sis tare -In-law (two or mere becks ::el?ngi.':g w^r^ 

dif;si*en w ais^rs-in-law; . 
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sls'^rs -in-law 3 ':?ock3^ 
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UNIT Xlt 



BUSINESS FORMS} SPECIAL LETTER CORRESPONDSiCE 



RATIONALE: If you plan to take Typing II or seek part- time or full-tlae 
enploynent in an office, the problems in this unit will b# 
moat beneficial to you. Even if you do not plan to do the 
tomet, you will probably receive either an invoice or a 
voucher check plus various letter correspondence during your 
life dine and isn't it alvays helpful to understand fully irhat 
you've received? 

OBJKCTIVEt general 

t^on completion of this unit, you will be able to define and 
type (1) the various information found in busintse fOfw ud 
(2) the special notations found in business letter oorreepondrace* 

Specific 

Ojpon completion of this unit, you will be able toi 
1ft Nam the kinds of information found in various buelMss 
forms and type postal cards, interoffice mmosg involctsj 
and voucher checks with an accuracy of 9B percent* 
2< List and define the various special features found in long 
and short letters and envelopee and type such features 
(attention linei subject line, second page headings , Qmo^usj 
nana in closing lines, carbon copy notatioci and postscript} 
in letter oorrespondence with an accuracy of 9$ percent* 



Unit XI-Taek Package l-^^Business Foxms 

Ifrilt XI-Task Package 2-^«Special Letter Correspondence 



li^itten and, perhaps partly typed* 



146 



Vm lit BIBINESS FORMSi SPECIAL LETTER CORRESFONDENCB 
TASK It BUSINESS fom 

RATIOKALEt In this package, you will t^pe postal cards, interoffloe aMMoa, 
IniroiCasj and voucher checks. The foms vhlch you idll we ill 
this practice are not identical necessarily to those you irouU 
find in an office # Forms vaiy from one office to anotheri but 
the basic infomiation typed on these f oms does not ohange 
oonsiderably# 



OBJECTIVEt Upon 60flf)letion of this task package, you ifill be able to nsM 
the kinds of inf omation found in various business f otM and 
type postal cards, interoffice memos, invoices, and voaobsr 
ehsoks ifith an accuracy of 9B percent* 



147 



2 



LEARNING ACTIVIT;i 

Listen to cassette Tape li-l on business forms «nd take 
notes as needed. You will be referring to pages 
In the Brown Text* 



XJBAHNING PRACTICES 

Pick up the following supplies before beginning this 
practice. ^Indicates that carbon copies are requlrid* 

2 postal cards 

1 interoffice mono 

2 Invoices 

2 Voucher checks 

3 half sheets 

2 carbon sheets (half sheets) 



Piroblem $j p. 198>-Poatal Cai'^is 

The terms post card and postal card are diffefentt A 
post card may be purchased at a drug Store^ dlae store^ 
vacation site, etc. It has a picture on one side) the 
Mssage ftnd address both go on the reverse eldt* lott 
tmit place a stamp on it for nailing* 

A postal card^ however, is obtained only at the 8* 
Post oTFlce* When you purchase it^ you are paying for 
postage already imprinted on it. The address goes on 
one side; the message goes on the reverse side. Mi shall 
be concerned with typing the postal card* Reneiaber*'* 
since the nessage goes on one side and the luldbress w the 
othsTj type both sides In the sane upright position* 

(1) Type the nessage side of Just two postal cards* 

(2) Type the name and address of only Mr* Chlaltas end 

Mr* Isshiki on the blank lines* 

Type all three steps to make the completed postal Mrds* 
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^Problem 9j pt 2OO«'«>Interofflc0 Memortndura 

(Piroper torn plua one carton C057 on plain hliLf 
sheet) • Opening lines are to be aligned* IteMMber 
there are two blank spaces after a colon* tXie 01m 
tjrpist initials a DS below the final paragraph* 
TS hetveen last line of heading and first line of 
the message* 

Interoffice Memo 

An Interoffice nemo is used for written eotrm^ 
spondence between offices or departments of the 
sa me ccnpany. A memo can be set up and typed 
quickly and easily. Titles (Mr*i Mrs*i Or*| eto*)j 
the salutation J complimentary olose^ and fomal 
signature are usually omitted* 



ftroblem llj p» 2Q3-»XnToice 

(Read directions ca-^fully and type only one 
original copy on tl j proper fora)* For taCstops, 
leave 2 or more blank spaces to the right of the 
ruled lines. Txy to center the infomation In the 
middle of the columns using eye placement* 

What is an inyolce? Is it made Out by the buyer or 
the seller? What does 2/10 1 n/30 mean? 



» Piroblem 12j p> 201«-> Invoice 

(Type an original using proper fom with 2 oc^s on 
plain half sheets) • The underline found below the 
last figure before the total is as long as the totals 



Problem 13 J p* 202^»Voucher Check 

(Use correct form.) Notice the two sections df a 
Toucher check. The typing should rest feli^tly 
above the horizontal lines; it should not cut throu^ 
them. Between the $ on the standard eheok and the 
figure following itj there should be no blank space. 
This lack of space prevents the alterS^on of ohecke« 

There are two places on a standard check where erasing 
is absolutely not allowed««(l) after the i irtiere the 
amount is typed in figure fonij and (2) On the third 
typed line where the amount is typed out In word forat 
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Problem lUj p. 202->»Vottcher Check 
(Use correct fonn.) 



TORN IN AUi PROBLEMS! (7 separate problems plus iny cc's) 
Place any carbon copies behind the original* 



TS9Ti 



None* 
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UNIT Xlt BUSINESS FORMS} SPECIAL LETTER CORRESPONDKNOE 
TASK 2t SPECIAL LETTER CORRESPONDENCE 

tUTICr UR* This package introduces an index card mailiug liatj fuU«>iMigt 
letters^ tvo^page letters^ three-page letters with tabulations 
in the body^ and half dtieet letters with neir# special features 
included in all of them* Most of these problems require att 
application of many typing fundamentals you hare preriofusly 
learned. 

OBJ^^HTSt Open ccnpletion of this task package^ you will be able to list 
and define the Tarious special featua^s found in long and short 
letters and enrelopes and type such features (attention line^ 
subject line^ second page headings^ company name in oloeing 
linesi carbm copy notation^ and posivdcrlpt) in letter oorrespcn' 
dance vith an accuracy of 9$ percent. 



TI-XI-2 
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LEAHNlNa ACTIVHYt 

Listen to cassette Tape 11-2 on special letter corre- 
spondence and take notes as needed. Also study the sheets 
in this pactege on special features in business letters 
and on general letter information. You may consult 
Rackage 19 or p, Lkk in the Brown Text for your letter 
placement chart. You will be referring to pages 198-200, 
203-217 in t ho Brown Text. 



LEARNIMO PRACTICE; 

Pick up the following supplier before beginning this 
practice. 

6 index cards {9' x 3") 
5 large envelopes 
h full sheets 

1 full letterhead (Youth Work Experience Council) 

1 full letterhead (National Highway Safety Council) 

2 half sheet letterheads (83^" x ^»»"Iouth Work . . •) 
2 half sheet letturneads (^^" x 8V*— Touth Woric * * •) 
k small envelopes 

Be sure to use your own typist initials on all problems t 



Problem 6* p. 198->Index Card Mailing List . 

A mailing list is a handy alphabetized card listing 
of the various organizations, companies, and IndlrLdualf 
with whom a given c<»npany corresponds. When a ptrtio;i- 
lar secretaxy desires to send a letter, etc^ to 
someone, she merely pulls the alphabetised card to find 
the proper address. Use your mailing list for address- 
ing most letters and envelopes in the remainder of this 
practice. 

Follow directions in Step 1 except type cards for only 
the first ^ fims listed on p. 177. Do Step 8. Then 
be sure to alphabetize cards when finished with special 
infomatlon caztl on top. 
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Problem 7, p* 199-''-Addres3ing Large Envelopeg ^ 

Read and study carefull^v "Addressing Envelopes" 
and "Folding Procedures^' on p. 199 and p. tL in the 
reference pages at the back of the Brown Text# 

Use a large envelope rather than a small envelope 
usually for two occasions: (1) a one-page letter 
with enclosure(s) and (2) a letter consisting of 
more than just one page. 



Sears Roebuck Company 
Attention Personnel Director 
1872 Garden Avenue 
Greensboro, NC 27lil2 



Reinember--Anything on an envelope dealing with the' 
proper person receiving the correspondence each as 
PERSONAL, HOLD FOR ARRI7AL, PLEASE POHWARD, OONFIDBNTlALt 
etc. goes at ths l ef t about a 1 below the return 
address in all capitals. (The ttmtion lim, H used^ 
goes directly undemea'^h the company name as a part of 
the envelope address. See above illustration*) 

Anything on an envelope dealing with the postag« iuch 
as AIHKAIL, SFECIAl DSIIVERY, REGISTERED goes at th^ 
right about a TS below the stamp in all capital* # 



Address envelopes to only the first ^ ^ddreeaea of 
the mailing list (alphabetized) you prepared In 
Problem 6. (Assume you already have a printed r«tant 
address on all envelopes in this practice*) 



(Large Envelope) 



AIRKAIL 
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Problem l6j pp, 203->20li*«Specl&l Business Letter VaHaHons, 
Use both aides ot a ftdl sheet. This problV-. {s"' 
actually drill vork on special features f.o\}ra in 
buslnesis letters • Tou are to correct aii er: vi^s! 
When you have ccn^pletad all 3 steps, let the instructor 
check your U drills » This problem is to be turned 
in with all your other problems in this practice* 
Use 1** side margins and correct vertical spacing 
aRjropriate for each drill part of this Wc-page 
letter* 

Step If Type this drill one time. Begin on line 12 
since this is the line on which you begin 
the date for a two-page letter* 

Step 2t On the reverse side of your full sheet, type 
Step 2. Use the vertical form the first 
time. Then double space and typ3 Step 2 
again using the horizontal f onn« 

Step 3} Type this drill one time. Begin a double 
space below the horisontal form drill in 
Step 2. 



Rroblera 17i PP» 20U->205-'-TwO'*ftige Pom Letter . 

Make no carbon cojdLest Tsrpe this letter only once to 
the first address on your mailing list. Use the 
vertical form, not the horizontal form, for the heading 
on page 2. Sign^* ^. TJImcw above ExecutiTe Secretary 
when you have finished we letter. Address a large 
envelope. Use Touth Woric Experl^ncr r- -^-1'' ^'^^ ^hs 
letterhead on the first pn^^ 



ft^oblttn 18, p< 20$— Letters on Hal f Sheeiva . 

Follow directions for Step 1 and SU^ ?^ ipi '^ogpW 

above Executive Secretary whan yon h^^^K n- one 

letters. Address small envexope/j _ ^ > : e:^' ^s. 



Step 2, p. 2lli ( top) "^Special Letter Problo- ^ r^v^ ic?i t.lor45? > 
Study carefully but do 'not typn t^^ll 

A carbon copy notation is usually t. if a c--^^^? 
the original is being sent to so^sonr r^^r., t;»^^ 
notation may be typed as follows? 

Copy to Mr. John Doe 

(or) 

ce Mr. John Do. 
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138D> pp, 2lU-21g--^Three-F^g9 Letter ^ 

Use National Highway Safety Council lettarhetd* 
Type only one original. In reality you vould type 
one original and two carbon copies of this letter* 
One carbon copr/ would be placed in an enrelope 
addressed to Mr, Paul KaLnar. (See closing lilies 
of this letter on p. 2160 The other carbon copy 
would be filed. Address a large enrelope. 



TORN IN ALL PROBLEHS! (6 separate preplans plus rarioue 

parts) 



TEST< 

Written and perhaps partlj^ typed on texsiness fonts 

and specisi letter correspondence (Rickages 2U and 25)# 
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SPECIAL FEATURES OF BUSINESS LEFTERS 



1. Attention llne » An attention line is used occasionally in bueineee 
letters. When it is used, it is typed a double space below the letter 
address before the salutation. The attention line begins against the 
left margin. If there is an attention line in a letter, there should 
also be an attention line on the cor respondL-ig envelope. 

2. Subject line . A subject line tells the reader at a glance irtiat is con- 
tained in the message of a letter. A subject line is typed a double 
space beldr the salutation before the body. In a block style letter, 
the subject line begins at the left margin. In a modified block stgrle 
letter, the subject line may begin at the left margin or it may be 
centered horizontally. (The latter tenas to gire better balance to a 
modified block style letter.) A subject lir.e may be typed either of 
these three wayst 

INVDICB i<G8601 

Subject! Invoice /fC8601 

SUBJECT! Invoice /jG8601 

first way omitting the word "Subject'* :s the current methods 

3* Tvo»page letters . If a letter is too long for a single page, about 

should be left blank at the bottom of the first page. If a new paragraph 
i« started at the bottom of a page, at lea^st two lines of it should be 
typed and at least two lines of the paragraph should be carried to the 
next page« All pages after the firsts wide h contains the letterhead at 
the top, should have a proper heading. Either of two headings may be 
usedi 

1" 

(vertidal Sears Roebuck Ccanpany 
fon) Page 2 

June 3 1 19— 

(TS) 
1« 

(horiaontal Sears Roebuck Company 2 June 30, 19*«* 

fon) 

(TS) 

♦Notice in the horizontal form the word "page'* is not used. 




!*• Company nama < Occasionally^ a company na^-ns '.y^isu. iji ixm O^s^tjf ^i^imt 
In all capital letters a double space bel?w -.n^ :'::mp:j:^m^^^ ^imu 
Since letterhead stationery is ised f-rr za^ fl,-^-. ^345 j£ iu^^ih^m ift^i«^, 
the company name in the closing llms is T^B:L2:r -c- s^x^i^ 
for emphasis (additional advertising^ , When a ^capanr "^mi vt uwill -£bt 
typad name of the actual sender is uyt^d f ::?ar Im^a . -snr^ Timm l^L^nm' 
beloir the company name. There are alsfays ^nr^e ilaniL Z::ji9s a 
parson ^8 signature in ai^ letter* 

5» Carbon copy notation ^ This no -sat ion u3uall;r — ^iT^rm,^ inu 

the original copy that someone else recsirec a :ar"^cn ^-^^ ^ 1^ ^m!^ 
same letter* A carbon copy notation be ".yped 5i7;i«r z£ ^ 
tiro vayst 

Copy to MTw John L. McLacas 
(or) 

CO Mr# John L« HcLucas 

6# Postscript * P. 3. may be included be?:: re a pc:?-.3cr::^a ^' sg ^ vb rn^fet^ 
but the modem trend is to omi^ the 1^*::^^^ ^ 

g.^^phs in tho body of a letiiar are ^l^cx^eti, liic^ ta» lim^^izx^pt^^ 

If the paragrapjhs in the bcdy cf a le "i'er irrien t^si , j^iu ij^dsrt 
the postscript. Your paragraphs need al'^a;/^ jI^c^^. 
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ODIERAL LETTER INFORMATION 



Ic ft block style letter, you never have indented paragraphs* 

In a Rodified block style letter, you may have blocked paragraphs or indented 
paragraphs, but you do NOT indent paragraphs in a letter unless directions 
indicate that you are to indent. 

Always double space between paragraphs that are single spaced. 



^ ^ ^ ^ 



If you are sending a letter to a woman and you do not know if she is single , 
or married, use Miss or Ms. The Ks# can be interpreted to mean Miss or Mrs.i 
whichever is applicable. 



Possibla parts of a two-page business letter in the order that they would 
appaart 

( letterhead stationery) 
data 

letter address 
attention line 
salutation 
subject line 
body 

yertical heading or h priaontal heading on second and any following pages 

using plain paper j then continue with body 
eompliJMntary close 
company name (in all capital letters) 
signature 

typed na»e -*may be on same line or on separate lines 

official titlej 

typist initials 

anclosurs notation 

ear^n ooiqr notation 

postscript 
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UNIT Xllt PERSONAL TYPING PROBLEMS 



RATIONALE! In this unit, you will find material conceding job application 
and duplication • The former topic will be helpful to you 
jregardlese of your future occupation • Do you know what should 
be included in a job application letter? Do you know what a 
personal data sheet is? 

Duplication is, likewise, a personal enrichment topic. Dupli- 
cated materials are reliatively inexpensive and often their use 
makes a class report or demonstration, a club agenda, or eTen 
a church program more effective. Study these two topics and 
then put them to work for YOUl 

OBJECTIVES General 

Open cCBipletion of this unit, you will be able to tjrpe a letter 
of application, a personal data sheet, and a spirit master. 

Specific 

Upon completion of this unit, you will be able tos 

1. Ccwpose and type a job application letter and a personal 
data sheet with an accuracy of 100 percent* 

2. Type a master with an accuracy of 99 percent and duplicate 
it on a fluid duplicator. 




lEARMINO ACTIVirYi 

Unit XII-Task Package 1— Job Application 
Unit XII-Task Package 2 --Duplication 



TESTt 

None. Evaluation will be made from the problems 
typed in this unit. 
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UWIT XII t 
TASK It 

kATIOHALEi 
OBJECTIVE: 



1 



PERSONAL TYPINa PROBLEMS 
JOB APPLICAnOH 

You will soon be applying for a job. What determines to a great 
extent whether or not you get that job you really want? The 
first impTBSaxon you present. This first inpreaaion is usually 
a coiabination~«f the followingt (1) the application letter, 
(2) the personal data sheet, and (3) the personal interriew. 
What kind of first I'npression will you make? 

Upon completion of this task package, you will be able to 
compose and type a job application letter and a personal data 
sheet with an accuracy of 100 percent. 
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LEARNING ACTIVITyj 

Study "A Letter of Application" and "A Personal Data 
Sheet" plus the illustrations of the latter found in 
this package* Also read and study pages 539-56li in 
Clerical Office Practice located in the bookcase at 
the front of the room. 



LEARNING PRACTICE: 

Pick up correct amount of paper before beginning this 
package, (h full sheets) 

In a "Job Openings" box in the bookcase, you will find 
many newspaper clippings pertaining to different kinds 
of job openings. You are to pretend that you are apply- 
ing for a job. Select and appHjr for any one of the 
jobs mentioned on a clipping. Then COMPOSE the following 
using TRDB facts concerning YOURSELF: 

Step 1 

(1) An application letter in rough-draft formi You 
may x-out words and use proofreader's symbols cn 
this first copy. (See p, 223 in Brown Text for 
illustration.) 

(2) A personal data sheet on yourself. Use foim desired. 
Step 2 

TURN IN and wait for instructor to check: (1) the 
newspaper clipping, (2) the application letter (rough 
draft), and (3) the personal data sheet (rough draft). 

Step 3 

From the "checked" rough draft copies, type in final 
correct form with NO error your application letter and 
personal data sheet! 

TURN IN BVERYTHI^ia IN ALL 3 STEPS (including cUpping) 1 



TfiSTt None. 

ERLC 

T!^ ifia 



TI-XII-1 



3 



A LETTER OF APPLI3ATICN 

A letter of application tells a prospective employer that you wish to be 
considered for the position offered. 

1. Put your residence address at the top right above the date assuming you 
are using modified block style with mixed punctuation which is preferred. 

2. If you are applying to a blind advertisement, rather than a signed adver- 
tisement, your letter address would be similar to the following 
illustration! 

c/o Ad 1652 
The Sanford Herald 
208 St. Clair Gt. 
Sanford, N. C. 27330 

Dear Sir: 

3. In the first paragraph, state how you learned of the position open and 
express that you are applying for the specific position. 

U. In the second paragraph, highlight the main points that might be of 

interest to a prospective employer. General points concerning education 
and experience are usually mentioned. Be positivoi You are selling 
you own capabilities! 

5. Your last paragraph should express confidence that you are qualified for 
• the position. Request an inter/iew and include your phone number. 

»By all means, make sure that your letter is neat and attractive. This 
is certainly NO time for spelling errors, grammatical errors, or typo- 
graphical errors I 

Along with your letter of application, you should send a personal data 
sheet (also called a resume). Infoination concerning the personal data 
sheet is found on the following pages. If you do include a personal 
data sheet, do not forget to type the word "Enclosure" at the left »f t«r 
finishing your letter. 
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A PERSONAL DATA SHEET 



A personal data sheet (resume) should accompany a letter of application. It 
gives a prospective employer a concise "outline*' of your qualification*. It 
includes five major sectionst personal information, education, extracurricu- 
lar activities, work experience, and references. A data sheet should always 
be sent as an original copy. If you wish, you might attach a facial photo in 
the upper right comer of your personal data sheet. 

Personal Infornationt name, address, phone number including area code, age 

in years, height, weight, marital status, pt^ical 
condition . 



Bducationt name of institu' x^ns of learning attended with most 

recent educatior listed first, curriculum pursued, 
degree, and overall academic average. If applying for 
an office positior^ list skill courses taken and 
speeds attained plus any machines you know how to 
opera ta. 

A list should be given as an indication of your 
interests, your ability to cooperate and work with 
others and your leadership qualities. List all school 
clubs plus club or class offices held and any other 
school functions in which yow participated. If you 
have no school activities but participate in community 
activities, just label this section "Activities." 

Vork Experience! Starting wiuii mo«^t recent, list all jobs held. Give 

the kind of Job, the firm or individual for whom you 
worked, and the approximate dates of employment. If 
your experience is limited, include babysitting, work- 
ing in tobacco, or even volMteer work for a religious 
or charitable organization. 

References: If you wish to give someone name as a reference, be 

sure you get permission from your reference. Prospective 
employers prefer different types of references. Never 
give a relative's name as a reference. You should give 
at least one reference from the following types— usually 
in this order: 



Ex t ra curri c ula r 
Actiritiest 



a. Work Experience- -from present or past employers to 
indicate the effort you exhibited, your attitude on 
the job, and your cooperation with supervisors and 
other employees, etc. 

b. Scholarship— f: teachers you have had to indicate 
your academic ac }vements and your general aptitude. 

c. Character-- from adult persons who have known yor for 
a good length of time such as your minister, profes- 
sionals, or businessmen (not relatives) to certify 

as to your trastworthiness, attitude, and personality^ 
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PERSONAL DATA SHEET 



(You might attach 
a phorograph in 
this right comer.) 



Jack L. Calligan 
127 - li2nd Street 
Dallas, Texas hl209 
Telephone.' (717) 367-U198 



Personal Information 
Age; 

Place of Birth: 
Height and Weights 
Healtht 

Marital Status: 



18 

Cincinnati, Ohio 
5»11% 170 pounds 
Good 
Single 



Education 



High School f 

Class: 

Curriculurat 

Grade Average? 



Dallas High School 

Currently a seniorj will graduate June 6, I97U 
Business (You might have College Preparatoiy, General, 

Vocational, etc. here.) 
A' (l^per 1S% of class) 



School Activities 

JuniS yLr!"^*^ football team for two years. First-string end during 

JJvfnfT^pn^f * f f^^.^i""^ ^^''^"S ^^"^^^ y^^^- Affiliated with local 
itlwanis Club. Conducted school and community service projects. 

duSng sfnioTyear"""^"^^ ^""^ ^"""^'^ committee 
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Wbrk Experience 

SoipH^lTT f 'Ji '!!^ '^^ ""^^^^ ^^^^ A and p. Carried out 

groceries and stocked shelves. 

S«J^L^qi«f?^n "^^f. f '72 worked in afternoons and weekends at Bob'8 
Service Station. Filled gas tanks and changed tires. 

fteferences (b.y peraiasion ^ 

Mr. Joe Martin, Manager) A and P; 505 Hilltop Lane} Dallas, Texas laZO? 
S^;^eIJl'jJ^s%"«;as' Ulo; 3chool| 881 Fifth 

dIum" T«m' Szo?^**' Accounting Corporationi 211,2 - iSth Street; 

1R6 
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1" side margins) 



PERSONAL DATA SHEET 



(You tiiight attach 
a photograph in 
this right comer.) 



NAMEt Mary Ann Dixon 

ADDRESS t U578 Martin Avenue 

Raleigh, N. C. 27^02 

TELEFrfONE: (91?) 656-3li88 



Aa3t 



18 



HEIGOT: 
WEIGHT: 



5 '6" 

115 lbs. 



MARITAL? Single 
PHYSICAL CONDITIONj Excellent 



EDDCATIONi 

Vill graduate tram Davis High School on May 29, 197li, after completing 

Office Practice program. 
Have enrolled to begin evening classes in the fall at Wake County 

Technical Institute. 

Office Skills 5 

Typing rate--55 wp: on 5-minute writing 

Shorthand rate— 90 wpm on 3-ntinute writing 

Transcription irate- -20 wpm 
Office Machines Operated: 

Ten-key adding, full-key adding, electronic calculi? tor, dictaphone ^ 

spirit duplicator, mimeograph 

EXTRACURRICULAR ACTIVITIES: 

Secretary of the Davis High School Chapter of the Future Business 

Leaders of America 
Typist for The Falcon , school newspaper 
Member of Tri-Hi-Y 
Member of Environmental Action Club 

EXPERIEKCEi 

Part-tir.ie typist and general office worker during summers of *72 and • 73 

at Raleigh Credit Company 
Assistant in the Guidance Office during senior year at Davis High School 

REFERENCES (by permission) j 

Mr. Dcr> H'^llis, Manager, Raleigh Credit Company^ 688 Western Boulevard, 

Ralelfe^, N. C. 27^02 
Mrs. Harriet Diggs, Business Teacher, Davis High School, ll6 - llith Street, 

Raleigh, N. C. 27502 
Dr. Jim ftxghes. Minister, Raleigh United Church of Christi 2I46 Crauford 

Road, Raleigh, N. C. 27$02 
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tWlT Xlli PERSONAL TTPINQ PROBLEMS 
USt 2t DUFUCATIOK 

RATIONAIBi A Vnowladgi of duplication ia helpful if yott deslM to hgn 
nore thin several copiee of inforaation* To* alght dt^lleatt 
•aterlal if you become the secretary of a dlub or organltitlon 
or if you niah to demonstrate an oral talk or report »ore 
effectiyely through illustrations. 

OBJECT IVEi l^n completion of this task package, you id.ll be able to 

type a master with an accuracy of 99 percent and duplicate It 
on a fluid duplicator. 
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LEARNING ACTIYITY: 

Raad and study page 295 in the Brown Text on "Spirit 
Duidlcation" and pages 3-1* in this package. See Folder 2 
in the file cebinet for drawings, etc. illustnited with 
various colored jnasters. 



lEAENING PRACTICSt 
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Pick up correct supplies before begiiming this package. 
1 masterset 

1 rasor blade (Get from instnictor and returo!) 
Step 1 

Type your naae in upper right corner of masterrot* Type 
on a master the tiro short p<^s c« p. 5 of this package* 
Center the l<^gest line fro© both poems combined to get 
tte left margin. Leave a 2*^ top margin and 6 blank linee 
between poeas* Double space. 

Vhen you have finished typing the aaster, run three 
copies on the fluid duplicator. (Oet instructor to help 
you.) 

TUHH IM tvo good duplicai^ copies aiKi the master itself 
idth tissue sheet stapled to the back. 

St#p 2 

Tou will not type a stencil, which is another duplication 
process. However, you are to read and study p, 293 in 
the Brown Text on ^Stencil Duplication*^ 

i ftrocil is duplicated on a sdjieograph macrXne which 
uses a pure black ink for the isprintt ?rm a stencil 
f<xx can mn more copies than fros a master. If you needed 
1,000 copies, for example, you could use a stencil, not 
a master. The actual stencil itself, however, castsniEo«t 
twice as emch as a master— 20 cents. 

The clear copy that has bera us^ for your packages vas 
done on an offset machine. The difference in the appear* 
ance of miMograph copy and offset copy is that mimeogra^ 
copy is not as clear. Mimeograph letters have a fussinese 
around th«i, whereas offset letters are very elear# 
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SPIRIT DCJPLICATION 

Th« copy appearing on page 5 of this package has been done by spirit 
duplication. Spirit duplication (also known as fluid process duplication or 
ditto process duplication) is a reliatirely inexpensive method of producing 
copies vhen a small number of copies are required and the printed quality of 
the copy is not extremely important. Approximately 300-3^0 copies may be 
obtained from one spirit master, although the usual number of good clear 
copies from one master is approximately 1^. 

Spirit masters are available in five colors— red, green, blue, black, 
and purple* Purple is used most because it reproduces better. The cost of 
a ehort spirit master for GPg- x l]-inch paper is 1$^ or 2 for 25^. The color 
of the carbon in the mas terse t determines the colors reproduced. Different 
colors may, hovever, be mixed on the same master. 

A spirit aasterset has two main partsx the master sheet and a sheet 
of ipecial carbon which can be used only once . If desired, a backing sheet 
may alBo be used* 

These suggestions will help you to type masters: 

!• Sometlaes, it may be desirable to prepare a model copy of the 
material to be typed before placjjig it on a master. 

2, BeforJ inserting the masterset, remove the tissue sheet between 
the master sheet and the carbon sheet* 

3. Insert the masterset in the typewriter with the bound edges at 
the bottgm and the open ends at the top. The white master sheet 
Is nearest youj the carbon sheet is next with the glossy side 
toward you* 

1|* The type should be clean when you prepare the master. The ribbon 
•hould be thin. If the ribbon is heavy, you may need to type 
on **itencil** (white) position, so the keys will not strike the 
ribbon. This makes the copy r ore difficult to proof resd, however* 

5« Use a goo<^fln, even stroke on a ainual machine. On electric 
typewriters, a lower impression usually provides clearer ooplea. * 
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6» If you mak© an errcr^ scrape c:"? -ne la'-^'-^r cq.-^;. ;.:if 
revarse side of the mas^^sr snes*. ^t-n a r*»jcr riauti 

?• Before correcting ^he error, r^aar ^x^f in xnu^ec ?:r\: 

carton and tr^n place i* uncer 'he pa:r^ :^ r^v*:^ "^,r^ 
the torn atrip tmedta^ZBly af'tar ^ctr^c-i.ig trr-^-r * re 
vill hav» the correc v l^vwer^s) on zns ry?iyr^^ ,*ir 
waster which is the Lmpcrtan z 3:Lie* i^^.^n-: 5:1^ i.rst 

master, honeTer, you will nar^ a f-rilc^c^tfr. 

8« If you desire to lea^e qmz part: :7f a li.i^ :rr r^n i.- ^^--^ 

line proTided you do not wan^ zq zrp^ scmszMr.-^ ^L*^ 11 i.mi 
point, you aay use scotch ^ape ;:n r^^er-^^ 

master sheet, or you may us3 icisaors ana -ru^ Ijir^*. 

9* Before removing the r*as::3rs8' frcm 'ne r^^^r^-^^r. Tr'nr£:>fc|^ 
the copy carefully and ccrr^c^ any ^?-.aKe5 ^* v^^n 
oTsrlooked* 

10. You may write or draw :r nias^r^ '4±z:i a ^aUlrr-*:*.!-! T^r: 
Copy is reproduced frcm a maat^ar sneet vnen a :r.^?nt:.i3:L r^^ix -^nk 
in the duplicator and the career ir^age :^e*3-;* 

If you wish to save a mas^r shee- for laiar rmij?? i-xj'*r '.^.nf^iir 
sheet (or a plain sheet of typing paper ^ns ::ar^«*n :.f mn*T-fir 

to protect it| then file* 
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Td tverj- man chet« openafch 

A imy And vayis aid & vay. 

A)icl the fiij^ soul climbs tha high way, 

And the low soul groping the lo^f; 

Add in between on the taistjjr flat^^. 

The rest drift t:> and fro. 

fiut to every m^.n there opeueth, 

A hi^ way and a low> 

/md every man de^ideth 

the way his sovO £*hall go* 

—John Oxenriam 



Poor thlrge i man must learn to do 
If hi Would make hie record truet 
To think without confusion clearly | 
To l6Vd his fellowmen eincerelyt 
To let from honest motives purely} 
To trust in (lod and heaven seourelf • 

--Honry V^n Uyke 
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